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ARIMS Version 2.0
ARIMS User’s Guide

1. Overview

The ARIMS is designed to provide enhanced capabilities for authorized users to create,
maintain, transfer, locate, and retrieve official Army records, to include tracking
documents stored in Army Records Holding Areas (RHAs) and in the Army Electronic
Archive (AEA). Its web-based toolset helps the Action Officer (AO), Records
Coordinator (RC), Records Manager (RM), Records Holding Area Manager (RHAM),
and Records Administrator (RA) ensure that long-term and permanent records of the
Army are kept in compliance with the law and that those records are securely stored and
retrievable only by authorized personnel. Functionality of the entire system is focused on
minimizing the workloads of users at all levels involved in the recordkeeping process.

The purpose of this guide is to define the key features of ARIMS and give users a better
understanding of how to navigate and operate the system. The guide is divided into
sections, each dealing with a specific ARIMS module, so that it is easier to follow and
understand. Each section contains a series of example screenshots to demonstrate a
capability or functionality.

Authentication/Validation of Users by the Army Knowledge Online (AKO). Users
enter their AKO Usernames and Passwords when first registering with ARIMS by
selecting the “New User to ARIMS?” link or the “LOGIN/REGISTRATION” tab on the
homepage. The AKO provides ARIMS with much of the users’ profile information,
including what category of user they are and to which unit/organization they are officially
assigned. The AKO also notifies ARIMS when a user transfers to another unit within or
separates from the Army. This notification helps to ensure that records submitted to the
ARIMS AEA are associated with the correct unit and are only accessible to those who are
authorized.

Questions about this guide or how to use the ARIMS should be sent thru an Online Help
Desk link at the bottom of any page on the ARIMS website: https://www.arims.army.mil.

2. System Requirements

The basic ARIMS components—Home/Introduction, Records Retention Schedule—-Army
(RRS-A), FOIA Request, Help/Downloads, and Login/Registration, are designed for
Microsoft Internet Explorer 5.0 and Netscape Navigator 4.6. The advanced tools—
Records Management Assistance (RM-Assist), Records Input Processing System (RIPS),
Master Index, and System Administration (SYS ADMIN), require Microsoft Internet
Explorer 5.5, or higher, to function properly.

3. Security and Roles

ARIMS provides the security necessary for official Army records in order to prevent
unauthorized access to and retrieval of sensitive information or information subject to the
Privacy Act.

The access level in your registration profile determines what ARIMS features are
available to you. All new registrants are initially granted AO level access. This access
permits the use of many ARIMS features. However, if your records management duties
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require a different level of access, authorization must be obtained from your records
management chain of command and sent to the ARIMS System Administrator.
Authorization must come from at least one level higher than the level requested, for
example, if requesting RC level, authorization must come from the RM, if requesting RM
or RHAM level access, authorization must come from the organization’s RA.
Authorizations should be should be sent thru an Online Help Desk link at the bottom of
any page on the ARIMS website.

AO = Action Officer. An AO is responsible for managing the records he/she
creates and/or receives on behalf of the Army that are used for office/unit level
business operations. An AO can use ARIMS to create a draft or proposed Office
Records List (ORL) to categorize the records created in his/her office and use the
list to identify records sent to the AEA or to an RHA for secure long-term storage.
(See para 8-29(9), AR 25-1).

RC = Records Coordinator. An RC serves one or more office/unit and usually
acts as liaison between the office/unit and the servicing RM and/or RHAM,
prepares ORLs, coordinates the transfer of long-term/permanent records to the
AEA/RHA, resolves indexing problems, and serves as POC for access and release
of the office/unit records stored in the system for which he/she is responsible.
(See para 8-29(8), AR 25-1).

RM = Records Manager. An RM is appointed in writing and serves at the
subordinate command level or on the installation garrison staff with command-
wide or garrison-wide records management responsibilities. An RM has approval
authority for AOs requesting RC privileges. An RM also approves proposed
ORLs and serves as POC for the access and release of stored records for which
he/she is responsible. (See paras 8-2g(4), 8-29(6), and 8-2g(7), AR 25-1).

RHAM = Records Holding Area Manager. An RHAM manages and directs the
operations of an RHA facility. An RHAM may also perform the same duties and
have the same access privileges as an RM if he/she is approved by the MACOM
RA. (See para 8-29(7), AR 25-1).

RA = Records Administrator. An RA is appointed in writing and serves on the
Major Command (MACOM) or Army Staff (ARSTAF) level with command-wide
records management program responsibilities. An RA has approval authority for
AOs and RCs requesting RM or RHAM privileges. An RA may approve ORLs
and serves as POC for the access and release of stored records for which he/she is
responsible. (See para 8-29(3), AR 25-1).

Dual-hatted users: Although users may only be registered under one account in
ARIMS, which is authenticated by the user’s AKO account information upon each log in,
some users are responsible for other offices/units outside their normal functional
organizational chain. ARIMS allows such dual-hatted users, but the process is not
automatic. If the expanded rules under the new ARIMS release do not suffice in
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providing designated users access to all units needed to perform their records
management duties, access to other units may be authorized by submitting a request thru
the Online Help Desk. As required for all access levels, the request must come from a
records management official having an access level at least one level higher than the
access being requested. If a user is to be granted RC privileges for his/her own or other
units, the RM must submit the request. If being granted RM or RHAM privileges, the
request must be submitted by the MACOM RA. The request must include the user’s
name, AKO e-mail address, and a list of all Unit Identification Codes (UICs)* for which
the access is being granted, including which level of access for each unit.

*UIC = Unit Identification Code. A six-character, alphanumeric code that uniquely
identifies each Active, Reserve, and National Guard unit of the Armed Forces.

If you are unsure of what user level access to request, check with your local/servicing
records management official.

4. Base Functionality

The ARIMS basic components consist of Introduction, Records Retention Schedule —
Army (RRS-A), FOIA Request, Help/Downloads, and Login/Registration, and are
accessible to the public Internet community. These components describe the purpose of
ARIMS, allow users to navigate through the RRS-A, provide an Online Help Desk for
sending questions about ARIMS or suggestions for improvement, and supply a
registration wizard for Army personnel who require access to the records management
toolset. Also located on the public homepage are links to several training products
describing the functionality of ARIMS.

4.1 Department of Defense (DoD) Notification

Upon log-in to ARIMS, the user is presented with the required DoD Notification before
access is allowed to the main site. To accept the terms and conditions, click the hyperlink
at the bottom for the page, as shown in Figure 1 below.
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@ Back - -\_;J @ @ \-:;j p Search '\f{'j\? Faworites e Media @ [‘,}2(: - h_;,, I!)_.FI - l_J @
Address |@ v| Go | Links *
s | (2™ Messenger Iﬂﬁ" Bookmarks >

Edit Wiew Favorites Tools  Help

{EORMATION MANAGEMENT{SYSTEM

ARMY RECORDS INFORMATION MANAGEMENT SYSTEM DISCLAIMER
ATTENTIOH: THIS IS A DEPARTMENT OF DEFENSE COMPUTER SYSTEM

Befare processing classified information, check the accreditation level of the system. Do not process, store, or transmit information
clazsified accredited above the accreditation level of this system.

Thiz computer system, including all related equipment, netwoarks and network devices (includes internet access), are provided only for
autharized US. Government use. DOD Computer Systems may be montored for all lawful purposes, to faciltate protection against
unauthorized access, and to verify security procedures,| survivabilty and operational ecurity .

Monitoring includes, but is not limited to, active attacks by authotized DOD entities to test or verify the security of the system. During
monitoring, information may be examined, recorded, copied and used for authorized purposes. Al infarmation, including personal
information, placed on or zert over this system may be manitored.

Use of this DOD Computer System, authorized or unauthorized, constitutes consent to monitoring of this system. Unauthorized use may
subject you to criminal prozecution. Evidence of unauthorized use collected during monitoring may be used for administrative, criminal or
cther adverse action. Use of this system constitutes consent to monitoring for all laweful purposes

PROCEED TO ARMS ARMY ML HOMEPAGE

Home | | Search RREE-4A | Links | Becords Management and Declassification Agency |
The Adiutant General | LS. Army Human Resources Command | Army Home Page

Online Hel Desk | Privacy & Security Motice | About ARIMS | Dol Wisk Palicy

< I
I@ Done # Internet

|

Figure 1. DoD Notification

4.2 Public Home Page

The ARIMS homepage provides a guest/non-registered user with introductory
information about the website and the public-use modules. To return to the homepage
from any other ARIMS module, click on the “Home” tab at the top of each webpage.
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Links at the bottom of most all ARIMS webpages, seen in Figure 2 below, provide quick
access to other important Army sources.

aersmain - Microsoft Internet Explorer, provided by RMDA Internet Explorer

File Edit Wiew Favorites Tools  Help

-

eBack - \_/J |ﬂ @ _;j /'H._‘J Search k;?;n:(Favc-rites eMedia @ [‘,-_rjg- :_;, _J @ '@!5

Address |@ v| Go Links **
Search Weh |- | (5= MEW Toolbar Update

- | {Z) Messenger m‘ Bookmarks ¥

[

ARMY RECORDS INFORMATION MANAGEMENT SYSTEM

View RRS-A UPDATES Download ARIMS E-Card

Link to Army Records Management Program Policy and Download ARIMS User's Guide
Guidance.

Hew User to ARIMS 2
View ARIMS Account Information

Forgoetten username andior password? Contact AKQ

ARIMS ANNOUNCEMENTS AS OF 12/30/2004

HEW! RELEASE OF ARIMS MODIFICATIONS SCHEDULED FOR FRIDAY, 041142005, Click here for more information.

ECS 2003 HOW AVAILABLE! Click here for more information.
REVISED AR 25-400-2 EFFECTIVE DATE 15 DECEMBER 2004 Click here for more information.

CHANGES TO HOMEPAGE LINKS AHD DOWHLOADS. Click here for more information.

The Army Records Information Management System {ARIMS) is provided by the US Army Records Management and
Declazsification Agency (RMDA). k= primary purpose is to provide authorized Army personnel with vweb-based tools and technology to

manage both hardcopy and electronic Army records.

Hon-registered Users: Portions of ARIMS are available to the general public. You do not have to be a registered user ta: search,
zort, andfor view information in the Recaords Retention Schedule-Army (RES-21, submit a Freedom of Information &ct (FOI&) Request
for Avmy records, read the FAQsE on the HelpDownloads page, use the Online Help Desk (to submit a gquery or search the ARIMS
online Knowledye Base), ar ink to the RMDA Homepage. You may also access all the links dizplayed at the top and bottom of this

webpage.

Registered Users: Many ARIMS functions require users to be registered. Click here to reviewy the acronym definitions and User Level
Functions and Responszikilties. Registrants with valid K0 accounts not requiring sponsorship are proceszed instantly. Registrants
who must establish an AKO account or be approved by & sponsar will not gain immediste access but will receive email notification
when their ARIMSE account has heen activated. Categories of users not requiring sponsaorship include Active Army, Army Reserve,
Army Mational Guard, DA Civilians, and NAF DA, Civiians. Cther categories of individuals (e.q., Army contractors, Local Mationals,
members of other military services, etc) who create, maintain, use, andfor manage Army records can be granted access to ARMS by

submitting the AKO email address of a valid ARIMS sponszoar. Click here for the requirements of an ARIMS sponzor. .
< | &
I@ ) Internet
Figure 2. Public Homepage
5 July 2005
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4.2.1 User Acronym Definitions and Functions Hyperlink

On the ARIMS homepage, the “Click here” hyperlink, seen in Figure 3 below, will open
a new browser window to display the different user roles and recordkeeping
responsibilities within the system.

The Army Records Information Management System (ARIMS) is provided by the US Army Records Management and
Declassification Agency (RMD&). Its primary purpose is to provide authorized Army persannel with weh-hased tools and
technology to manage hoth hardeopy and electranic Army recaords.

Non-registered Users: Fortions of ARIMS are available to the general public. Wou do not have to be a registered user ta;
search, sort, andfor view information in the Records Retention Schedule-Army (RRS-4), submit a Freedom of Infarmation
Act (FOIA) Request for Army recards, read the FAGs an the HelpiDownloads page, use the Online Help Desk to submita
query or search the ARIMS Online knowledge Base), or link to the RMDA Homepage. ¥ou may also access all the links
displayed atthe top and hottarm of this webpage.

Registered Users; Many ARIMS functions reguire users ta be registe eview the acronym definitions and

User Level Functions and Responsibilities. Registrants with valid AKC fesaaiemtTequiring sponsarship are processed
instantly. Registrants who must establish an AKQ account or be appraved by 3 sponsor will not gain immediate access but
will receive ermail notification when their ARIMS account has been activated. Categories of users not requiring sponsorship

include Active Army, Army Reserve, Army Mational Guard, DA Civilians, and MAF DA Civilians. Other categories of

individiiale fan Arrew cantractare | acal blatinnale rmamhbare af nthar militare cardirac ate Ywhn craata maaintain ncao

Figure 3. User Roles Link

This hyperlink on the homepage describes the different user roles and recordkeeping
responsibilities within ARIMS as shown in Figure 4 below.
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|User Level Acronym Definitions and Functions || CLOSE WMDY |

Action Officer (AD) A0 = Action Officer. A0s are responzible for managing the records they
create on behalf of the Army that are used for their unitfioffice level
huzinezs operations. An AQ can use ARIMS to create a proposed Office
Records List (ORL) to categorize the recards created in hisher office [See
para 8-2g(9), AR 25-17 hitpeiteewewe usapa army milpdifilesr25 1 pdf

Records Coordinator R = Records Coordinatar. RCs are rezponzible for providing Records
{REC) mManagement services to ane ar more unit(=)fofficers) and act as liaison
hetween the unit=foffices) and the servicing RM and Records Holding
Ares Manager. They alzo 2etve a3 points of contact (POC) for the access
and release of stored records for which they are responsible. (See para 8-
20087, AR 25-1). hitpihaewewy usapa army milpdifilesi2s 1 pdf

Records Holding Area RHAM = Records Holding Area Manager. An individual whose duties
Manager (RHAM) include managing and directing the operations of a records holding area
facility. RHAMs may alzo possess the zame duties and access privileges
as a Records Manager if they have been approved by their Major Command
(MACOM) Records Administrator (RA). (See para 8-2g07), AR 25-1).

hittp: My Lsapa army miljdffilesi 25 1 pdf

Records Manager (RM) Rt = Records Manager. &n individual who serves at the subordinate
command level or on the installation garvizon staff with command-wide or
garrizon-vwide recards management responsibilities. EMs have approval
authority for A0z requesting RC privileges . RMs alzo approve proposed
Office Records Lists (ORL=s) and serve as points of contact (POC) for the
access and release of stored records far which they are responsible.
[Zee paras 5-2g04), 5-29(6), and 5-2g9(7), AR 25-1).

bittpo: A vy LsapE army milfadffilesi 25 1 pdf

Records Administrator & = Records Adminiztrator. &n individual who iz appointed in writing snd
(RA) zerves an the Major Command staff (MACOM ar ARSTAF with command-
wide records management program responsibilities. RAs have appraval
authority for ACs and RCs requesting R or RHAM privileges. RAs may
approve Office Records List (ORL2) and serve as poirts of contact (POC)
for the access and release of stored recards far which they are
responsible. (See para S-2003), AR 25-1).

hittpo: My uzapa army miljpdffilesir 25 1 pdf

Figure 4. User Level Acronym Definitions and Functions

4.2.2 Sponsorship Requirements

Certain user categories (e.g., local nationals, Army contractors, other military service
personnel, and personnel from civilian or DoD Agencies) need to be sponsored to use the
ARIMS. On the homepage, a “Click here” hyperlink, shown below circled in red, opens a
new browser window.
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Registered Users: Many ARIME functions reguire users to be registered. Click here ta review the acronyim definitions
and User Level Functions and Responsibilities. Registrants with walid AKO accounts not requiring sponsarship are
processed instantly. Registrants who must establish an AKO account or be approved by 2 sponsorwill not gain
immediate access butwill receive email natification when their ARIMS account has been activated. Categories of users
nat requiring sponsarship include Active Army, Anmy Resence, Army Mational Guard, DA Civilians, and RAF DA Civilians.
Cther categories of individuals (e.q., Army contractors, Local Mationals, members of other military services, etc.) who

create, maintain, use, andfor mangge-rmesecords can be granted access to ARIMS by submitting the AKD email
address of avalid ARIMS sponsn @ the requirements of an ARIMS sponsar.

Access amd use of the system is monitorad to ensure security of information contained within. Users of ARIIAS
should not assume any degree of privacy.

The new screen describes sponsorship requirements for obtaining a user account within
ARIMS as seen in Figure 5 below.

‘A ARIMS Sponsor - Microsoft In o [m] b4

ARIMS SPONSOR REQUIREMENTS:
Your ARIMS sponsor must:

® He registered in AKOC under the UIC where
records you submit to ARIMS are to be
assigned. ARIMSE will be using your sponsor's
LI foryour LG,

& Be authorized to grant you privileges to both
retrieve and openfread the recards within ARIMS
commensurate with your ARIMS access level
(example: AQs can read all records within their
LNCiunit level, except those subject to the Privacy
Aty

® Fossess a"Full* accountin AKO. These include
Active Army (a8, Army Resemnves (RE), Mational
Guard (MG, Dept ofthe Anmy Civilian (D&, ar
Mon-appropriated Funds DA civilian (NF).

Your ARIMS sponsor does not need o be:

& Registered in ARIMS
& Your AKO sponsor
o A Contracting Officer Representative (CORD

=

Figure 5. ARIMS Sponsor Requirements

4.3 Records Retention Schedule-Army (RRS-A)

The RRS-A component allows both registered and non-registered users to search the
Army Records Retention Schedule. This schedule reflects all National Archives and
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Records Administration (NARA) approved retention and disposition information for
Army records.

4.3.1 RRS-A Main Search

The main search page for the RRS-A gives users the choice of searching by one or more
keyword, a specific prescribing directive (AR, DA PAM, DoD Directive, etc.), or by a
particular record category. A search may be filtered or narrowed by also choosing a
record type such as event or non-event, permanent or temporary, or transfer or keep.

To search by keyword, type a keyword or phrase in the textbox and click the “Submit
Search” button at the bottom of the page. Select a Type of Record if you wish to limit the
results. The RRS-A will perform a search for all record instructions containing the
keyword “police” as shown in Figure 6 below.
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= RRS-A Search - Microsoft Internet Explorer provided by RMDA Internet Explorer

File Edit Wiew Faworites Tools  Help
- - - -~ T »
. N , ) . } ! , - i -l < @ !5
@ Back \_J @ @ :_Ij 7 Search N Favorites e‘ Media @ D_,-_g = I.U_;I @
Address @ v| Go | Links *
- | i Messenger  [UF]™ Bookmarks »
- =
RECORDS RETENTION SCHEDULE - ARMY {RRS-A) SEARCH
Records Retertion Schedule - Army (RRZ-2) allowws all uzers to search the Army Records Related Links
Retention Schedules and is & component of the Army Records Informstion Management System RRS4 Advanced Search
[ARIMS). The Recards Retention Schedules reflect all Mational Archives and Recards _—
Agministration spproved retention and disposition information for Lrmy records. BRS-& Wieww Updates
Disposition Codes
Export RRS-A to PDF
Hiritz for searching by Keyword
+ Search by Keyword
| | * Search by Keyword is not
case sensitive; howeser it wil
not perform stemming functions,
OR : 7 .
Boolean, or "fuzzy" searching
. [i.e., entry must he exact
b Searcl_'n I?iy Ar!ny Begulatlon or other warding).
prescribing directive. Enter numbers * The keyword being searched
only, do not enter AR, PAM, etc. may appear anywhere in the
| search results, not just inthe
"hit" list, and will not be
highlighted
4 Select Type of Record #» Enter one keywvord instead of a
COevent O Mo EVENT (& ALl phrase, then use the Search
wyithin Results option to reduce
(O PERMANENT () MO PERMANENT (5 aLL o oy
O trRemsFER O KEer O RESCINDED O SUPERSEDED () UNSCHEDULED (3 aLL » [onot begin and end & search
phrase with quotation marks
R .
Browse by Record Category Order by o The search engine will not
| Please Select a record category 4 | @ rumber O Description properly search phrases
containing "noize words" (e.q.,
and, or, not, &5, etc).
Submit Search I Reset Form I
Home | | Search RRE-A | Links | Records Management and Declassification Agency |
The Adjutant General | LS. Army Human Resources Command | Army Home Page
Online Help Desk | Privacy & Security Motice | About ARIMS | Dol \Web Policy: K.
< | &
@ 0 Internet

Figure 6. RRS-A Search

To search for a particular prescribing directive, enter in the number only of the AR, DA
PAM, or other directive in the textbox and click the “Submit Search” button at the bottom
of the page. For example, entering “25-400-2” will search for all instructions pertaining
to AR 25-400-2.

KeyLogic Systems, Inc. 10 July 2005



ARIMS Version 2.0
ARIMS User’s Guide

If you wish to see all instructions for a particular record category, select the record
category from the dropdown window and the RRS-A will return all record instructions
for that category.

4.3.1 RRS-A Search Display

Once you perform a search, you will see a page similar to Figure 7 below. This page
displays all of the record instructions that match your search criteria. You may sort the
results list by clicking on any column header.

File Edit ‘Wiew Favorites Tools Help -:,'
Qo - © X & & Psws frrowns @ @ -5 B [JOBE DB

address |€| v| Go | Links *
Y.’ - 4‘| Searchweb |~ v MEW Toolbar Update - | (217 Messenger Iﬂﬂ' Bookmarks @My Yahoo! = ¥

Search within Resufts

| | G0| Search = police

125 OF 176 MATCHES PAGE 1 OF NEW SEARCH  PAGE: |:| NEXT ==
DATE
14552005
CRIMIMAL Ay Criminal Investigation Reporting System
IMYESTIGATION (ACIRS Il ) Outputs and Reports T L2 RIESEUEREDE TS SRT gl
1/5/2005
CRIMIMAL . . . o
VESTIGATION Evidence ledgers and evidence custody files K Mo Yes UFy 195-5a gh31 1
Crime prevention surveys (Superseded, use 14552005
MILITARY POLICE R 190-13c1 or 190-13c2, whichewver =3 Mo Mo 180-13c 5:01:11
applies) Fbd
Armed Forces Dizciplinary Control Board 1 /52005 =
[AFDCH) files (Superszeded; uze RN 190- o
ML RZEOLIGE 2441, 190-2452 or 190-2443, whichever D ke g'nT il
applies)
Jurisdiction responsibilities (Superseded, use 14552005
MILITARY POLICE R 190-3001 or 190-3002, whichewver S Mo Mo 190-300 5:01:11
applies) PM
WP investigator cerifications (Superseded; 14512005
MILITARY POLICE use RM 190-30c1, 190-30c2 or 190-30c3, =1 Mo Mo 190-30c 5:01:11
whichever applies) PM
MP investigator credential controls 14552005
MILITARY POLICE [Superzeded; use RM 190-30e1 or 190-30e2, S Mo Mo 190-30e 5:01:11
whichever applies) P
. 14552005
WP journals (Superseded, use RN 190-43k1, o
MILITARY POLICE 180-45h2 or 190-45h3, whichever applies) o M Tt gnT i
Loss, theft, and recovery of firearms files 14552005
MILITARY POLICE (Superseded, use RN 190-43c1 or 190-45d2, 5 Mo Mo 190-45d 5:01:11
whichever applies) P
Criminal investigation data references 1/5i2005
MILITARY POLICE [Superseded; use RM 190-4591 or 190-4592, S Mo Mo 190-45g 5:01:11
whichever applies) Pt
Confinement population and operational 14552005
MILITARY POLICE reparts (Superseded, use RN 190-47a1,180- = Mo Mo 190-47= 5:01:11
4752 or 190-47 a3, whichever applies) P Z
&] pone # Internet

Figure 7. RRS-A Search Results — Summary
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As an example, to sort the results list by duration, click the “DUR” column name and the
results will be re-sorted in ascending order. If you click the “DUR” column again, the
results will be re-sorted by descending order. Sorting may be particularly helpful when
searching for a specific record number (REC. NUM.).

For searches that return numerous matches, you can page through the results by clicking
the “Next” and “Previous” links located at the top and bottom of the screen.

You may further refine the results of your search by performing a search within your
results as seen in Figure 8 below. In this example, the keyword “ammu” was typed into
the “Search within Results” textbox and the search was submitted by clicking the “GO”
button. The refined search is displayed next to the “GO” button for reference when the
search is completed and results returned. The results will show all words that begin with
the letters “ammu” anywhere in the record instruction.

Specific instruction details can be viewed by selecting the underlined text shown under
the Record Category column in blue (See subpara 4.3.3 below).

File Edit ‘iew Favorites Tools  Help L
@Back - & \ﬂ @ ._;j ,'__\J Search \5\ ¢ Favores (@ veda £4) (- :’\; ] - _J @ @!5 ﬁ @D ”
Address | &) v|EBYGo ks ?
Y_’ - év| [Sear-:h Web |v]v MEW Toolbar Update - | (=™ Messenger IﬂII' Boakmarks @My Yahoo! - >

Search within Results

| | GO| Sgarch = policesammu

1-4 OF 4MATCHES PAGE 1 OF 1 MEWY SEARCH PAGE I:l

DATE
e N N

1/372003

Arinz, amimunition, and explosives security 19011 50111

MILITARY POLICE

management P
) ) 1/5/2005
Loss, theft, and recovery of firearms files - 190- e
G R HOLIEE Offices having Armywide responsibility: & e e R 45c1 A
1052005
MILITARY POLICE Structural cerifications K ills} Yes MA 180-11b 5:01:11
P
) ) 1452005
Loss, theft, and recovery of firearms files - 190- o
MILITARY POLICE TOE units and other of fices K o Yes  NA 4500 S:01:11
1-4 OF 4MATCHES PAGE 1 OF1 MWEWY SEARCH
RED ROWYS - UPDATED INSTRUCTION | GRAY ROWS - UPDATED ORIGINAL IMSTRUCTICN TOP
v
&] Done 4 Internet

Figure 8. RRS-A Search - Refined Results
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4.3.2 RRS-A Advanced Search

ARIMS offers an advanced search option for users who have specific search criteria as
shown below in Figure 9 below. The Advanced Search is used when you know specific
information about the record instruction you want to find. This search option results in
only displaying the record instruction meeting your exact criteria. Advanced searches
may be done using one, or combinations of, Record Number, Record Category, Record
Title, Privacy Act Number, Disposition Authority, and/or filtered/narrowed by record

type.

File Edit View Favorites Tools  Help al
@ Back + J @ @ \_h p Search ‘in‘\? Favorites eMedia @ D}j{ - ; ] - J @ @!5 ﬁ @ .‘3
Address @ v| Go Links **

Y., M £'| SearchWeb |~ v MEW Toolbar Update - | (21" Messenger BB' Bookmarks @My Yahoo! = ¥

|

RECORDS RETENTIOHN SCHEDULE - ARMY (RRS-A) ADVAHCED SEARCH
Advanced Search Instructions : Related Links
RRS-4 Search
1. Enter knowwn information for one or more criteria: §
) [-d : ; 3 - o
Dizpostion Authority, Privacy Act Mo., Record Mumber, Record Category andfor Record Title. BRS-A View Updsies

2. Do not use wildcard symbols. Search enging will perform stemming functions . BRS-A Updstes Report

3. Select "AND " "OR" options for criteria sesrch combinations. Digposition Codes

4. Choose desired fiter options.

Record Number: » | |

Oanp Oor  Record Cat b |Please Select o cat | ey

AMD OR ecor ateqory: eaze Select a record category

e @ MNurber O Marme
Oanp Oor  Record Title: ’ |
Cranp Oor Privacy Act Number:  »
Oanp Oor  Disposition Authority:
Filter by Record b Clevent [C]PermanENT
Type: O tramsFer COkeer O RescMpeED O SUPERSEDED () UNSCHEDULED
OaL
Submit Advanced Search | Reszet Form |
Home | | Search RRS-4 | Links | Becords Mansgemernt and Declassification Sgency |
The &dutant General | LS. Anmy Human Besources Command | Ay Home Page
Online Help Desk | Privacy & Security Motice | SAbout ARIMS | Dol Wiek Palicy —
b/
@ B Internet

Figure 9. RRS-A Advanced Search

The Advanced Search option of the RRS-A refines your search more efficiently than the
main search, but you must know the exact information for which you are searching. It is
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recommended that the main search function be used if you are unfamiliar with particular
information about an instruction you are looking for based on a concept or keyword.

4.3.3 Record Instruction Detail

Often a user needs further information about a particular record instruction. The Record
Instruction detail screen gives more information than what is provided on the RRS-A
summary search screen. Clicking on the Record Category as shown in Figure 8 will
display the detailed information for each record instruction similar to that shown in
Figure 10. You may scroll through the detailed results of your initial record instruction
search by clicking the “Next” and “Previous” buttons.

Click on “New Search” to return to the main RRS-A search screen.

File Edit View Favorites Tools  Help ﬂ'
" — it - —) *»
e Back ~ () \ﬂ @ _ A P ) Search “_i'\'( Favoarites @Media Q‘E 3 i ] - ‘ @ '@!!
Address |$§| e | Go Links **
Y_, - ﬁv | Search \Web |~ v MEYW Toolbar Update - | i~ Messenger IBH' Bookmarks »

== BACH TO LIST == == MEW SEARCH == == PRIMNT == MERT ==

Record Category MILITARY POLICE

These records concetn enforcement of miltary discipling, physical security, traffic contral,
Category Description control over firearms and dangerous wesapons, and apprehension, restraint, confinement,
administration, sentences, parole, restoration, and Disposition of prizoners.
Record Title General miltary police correspondence files

Routine comments on regulations, directives, or other publications submitted to office with
chief responsibilty; routine or general reguests for information and replies; reference
copies of recards maintained by action officers and offices of record; informal reports with
related information; general recommendations and suggestions with all types of
transmittals; information received requiring no action; cards, listings, indexes, or ather items
which are created zolely to faciltate or control work; and ather transactions of s general,
routine, and administrative nature. (This does not include instruction files. See file numbers
25-30i1, 25-30i2, 25-30¢)1 or 25-30542.)

KEE. Event iz 2 years after cutoff on action documents or when no longer needed for
Disposition current operations for non-action documents; whichever applies. Keep in CFA until event
P occurs and then urtil no longer needed for conducting business, but not langer than &
years after the event, then destroy.
s 2 wears after cutoff on action documents or when no longer needed for current operations
Event Description ) ) . "
for non-action documernts; whichever applies

Privacy Act Number Pl EventDriven =000 [N
Disposition Authority  [N(EIRvS:
Record Number 190 Keep
Permanent Record [ill] _

Prescribing Directives 180
ear Type Calendar Year

Record Description

| #
|

@1 ® Internet
Figure 10. RRS-A - Instruction Detail
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You may print the record instruction detail by clicking the “Print” link in blue at the top
of the page.

4.4  Freedom of Information Act (FOIA) Request

The FOIA Request area of the website is provided for the public to electronically submit
FOIA requests to the Army.

441 FOIA Request Page

Members of the general public may submit FOIA requests by completing the fields as
shown in Figure 11 below. Required fields are marked with a red asterisk™*.

A Army Records Information Management System - Microsoft Internet Explorer I [=] |
File Edit “iew Favorites Tools Help i
&Back ~ = - @ it | @smarch GaFavorites @Media (% | By S =1 - [qy) o}

Address I@ j P Go |Links =
(Search - | | Google |v| (T WeatherBug 70°

ON MANAGEMENTISYSTEM
| R

FOIA REQUEST FOR ARMY RECORDS

In order to obtain Army records, your request must be processed in accordance with The Freedaom of Information Act (5
UUSC 852 and The Privacy Act (5 USC 9523). We haved provided a hyperlink to the document "A Citizen's Guide To
Redguest Army Records Under The Freedom of Information Act (FOIAY for your assistance.

Fields with a ' are required fields in the form.
This is a request under the Freedom of Information Act (5 LL.S.C 5523,

‘I request the following document(s) to be provided to me. [Identify the document(s) as specifically as
nossible]

=

=

* In order to help you determine my status for the purpose of assessing fees, you should know that | am [Select
ane ofthe descriptions belaw]

Ca representative of the news media affiliated with _ newspaper

{magazine, television station, etc.), and this request is made as part of news gathering and not for a
commercial use.

¢ am affiliated with an educational or non-commercial scentific institution, and this request is made
for a scholarly or scientific purpose and not for commercial use.

" am affiliated with a private business and am seeking information for commercial use.

* am an individual seeking information for personal use and not for commercial use.

1 am willing to pay fees for this request up to a maximum of $| . If you estimate that the fees
will exceed this limit, please advise me first.

" [Optional]
I request a waiver of fees for this request hecause disclosure of the requested information to me is in the
public interest and it is likely to contribute significantly to the public understanding of the operations or

2] Done [ [ [ & mtemet

Al
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Figure 11. FOIA Request Page

Steps for completing a FOIA Request:

1. In the first textbox, provide information about the documents/information you are

seeking for your FOIA Request.

2. In the next section, click on the button that best describes your status for assessing
fees. If you select the “a representative of the news media” option, you will be
required to identify the media outlet for which you are gathering information.
Next, enter how much you are willing to pay for the request.

4. If you feel your request is in the public interest, click the first check box marked
“Optional” to request a waiver of fees. If you select this option, please provide
how the information from the FOIA Request will be disseminated to the public.

5. Click the second optional check box if you wish to provide a telephone number in

case an Army representative needs to contact you about your request by

telephone.

Enter your contact information in the next section to complete the FOIA Request.

Click the “Submit FOIA Request” button to submit your request.

Click “OK” to confirm your intent to submit the FOIA Request.

When the request is completed, a confirmation notice will appear at the top of the

form as seen in Figure 12.

w

©ooNe

FOIA REQUEST FOR ARMY RECORDS

THANK YOU FOR YOUR SUBMISSION. A REQUEST HAS BEEN LOGGED IN THE ARIMS SYSTEM AND FOIA WILL BE
NOTIFIED

Figure 12. FOIA Request Confirmation Notice

Note that at any time prior to submitting your request, you may click the “Reset Form
button to clear the contents of the web page and start over.

45 Help

ARIMS includes an online help area dedicated to assisting users with questions about
functionality. The Help area is divided into four sections: Frequently Asked Questions
(FAQs), Online Help Desk, Downloads, and Account Notification.

451 ARIMS FAQs

The first tab item under the HELP/DOWNLOADS is the ARIMS FAQ Page. The
ARIMS FAQ Page provides answers to some common questions users have about
ARIMS. This area provides general information about the system, how to gain access to
the system, what to do about forgotten passwords, and so forth shown in Figure 13 below.

Click on any of the hyperlinks to navigate to the answer of the desired information.
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& t Internet Explorer =101x|
Fle Edit “ew Favorites Tools Help ﬁ
GiBack + = - @3 A | Qseach GaFavorites Media (4 | BN S A - [qu] [ Fo}

Lddress |@ j ) |Links =
(/searen - | [ Googe [+] P weatherBug 70°

RDSIINEORMATION MANAGEMENT,

30| HELF / DOWRMNLOADS

OMLIME HELP DE A, T MOTIF

ARIMS HELP AND FREQUENTLY ASKED QUESTIONS

GENERAL FAQ
1. Whatis ARIMS?

Wihatcan | access in ARIMS?
Wiith all the options available atthe ARIMS wehsite, how do | easily move araund
the site and find what | need?
Systermn Reduirements - | am having problems viewing the ARIMS website. What
should | do?
Who is going to be able to destroy recards placed in ARIMS?
Where can I find Guidance for Implementing Didgital Signatures?
Where can I find Guidance for Public Key Infrastructure (PED © Related Records?
wihat if iy guestion is not answered here inthe FAQSs and Help Center?
Where do | send problems that | have?
Lo records already classified under MARKS need to be converted to the ARIMS
format?
How canwe access records in the AEA that were created and stored by an
individual who transfars or separates fram the office?

BACKFILE INDEXING FAG
1. How can lindexand submit records older than the current year?
2. lsthere a maximum size of an electronic file {that is a record or contains records)
that can be transmitted o the Army Electranic Archive (AEAY when using the Bacldile
Indexing function?

REGISTRATION FAQ

1. wWhat are the different user levels, functions and responsibilities?

2. What if | forget my password for ARIMS?

3. Can organizations have more than one "recaords manager” so thatthere is an
alternate identified?

4. When a usertransfers to a new unit, how do they stay in the systermn? Do they have
to reregister? If so, what happens to their old registration?

4. How do peaple register if their UIC codes are not in the swstemn?

RRSA FAQ
1. Howdolaccess the record designations?
2. |z the transfer paint the same far electranic and paper"T" recards?

i Wihere ran lfind a lictinn nf tha racard filet numbears for each of the functinnal

|@ hittp: f faewewS,arirns, arrmy . il helpfaersmainHelp. asp#a11 l_ l_ l_ |O Internet

Figure 13. ARIMS FAQ

S

4.5.2 Online Help Desk

The Online Help Desk provides two functions: Users may submit and track inquiries they
have sent to the Help Desk, and/or access the ARIMS Online Knowledge Base as seen in
Figure 14 below.

Using the ARIMS Online Help, users may also do the following without requesting
service directly from the support desk personnel:

e View request ticket history

e View multiple requests
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Check a request ticket by Reference ID

Search the ARIMS Online Knowledge Base

Receive an auto-confirmation of a request ticket via your e-mail
Submit an ARIMS Help Desk Ticket

Fle Edit A“iew Favorites Tools Help ﬁ
GBack - = - @) 7 | @isearch (GFavorites Emedia <4 | BN S = - [qu) [ o}
Address |@ d ) |Links »

Q,ISI!BI‘B'I - I I Google | v| @ ‘“WeatherBug 68

WELCOME TO ARIMS ONLINE HELP DESK

With Self Service, you can accomplish the following without requesting service directly
fram your support desk personnel:

Wiewy your reqquest ticket history

Wiew multiple requests

Check a request ticket by Reference 1D

Search ARIMS Online Knowledge base

Receive an auto-confirmation of a request ticket via your e-mail
Submit an ARIMS Help Desk Ticket

REQUEST HISTORY

= To view your request ticket history:
1. Belectthe "Submit an ARIMS Help Desk Ticket', the Home page appears
autornatically, containing your request histary.
= Toview additional requests:
1. Selectthe left and right arrow buttons located at the top and hottamn of
each request on the Reguest History Weh page.
& To check a request by Reference ID:
1. While in Request History, note the Reference ID section on the YWeb page.
Ifyou know the Reference ID number of a specific request, type this
number in the Reference ID field and select Lookup Request.

SUBMIT AN ARIMS ONLINE HELP DESK TICKET

o There are two ways to submit an ARIMS online help desk ticket.
1. Asaregistered user, after you have logged into ARIMS.
- ar-
2. As aguest which is anyone who has not registered in ARIMS or anyone
having difficulty logaing in with their current user id and password.
& To submit an ARIMS online help desk ticket:
1.  Selectthe Mew Reguest button on the Web page. Type or selectyour

|2 Done [ [ [ % mtemet

A

Figure 14. Contact Us

There are two ways to submit an ARIMS Online Help Desk ticket, as a guest or as a
logged-in user. A guest is anyone not registered in ARIMS or who is having difficulty
logging in with their username and password.
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4.5.2.1 Online Help Desk

To submit an ARIMS Online Help Desk ticket as shown in Figure 15 below:

1. Click the “Submit an ARIMS Help Desk Ticket” hyperlink to access the form
needed to complete your request.

2. Select the “New Request” button on the form. Enter or select the appropriate
information for each block.

3. After completing the request, press the “Submit” hyperlink.

4. To exit the ARIMS Help Desk, click the “Logout” hyperlink.

5. Click on the “ARIMS Online Help” to return to ARIMS.

 HEAT Self Service: New Request - Microsoft Internet Explorer (=] 3]
File Edit Wew Favorites Tools Help |

&Back - = - D 4t | @search GEFavortes Sivedia o4 | By S = - fay) [ e
Address I@ j a0 |L\nks £
(h8earch - | [ Boogie [-] 6 westherbug s2°

=

|Save an issue that you are currently edltlng|

S| 5

|€] jawascript: Css, SaveTicket(); ’7 ’7 li \I Internet

Figure 15. Online Help Desk New Request

4.5.2.2 Online Knowledge Base

To access the ARIMS Online Knowledge Base
1. Click the “Submit Search ARIMS Online Knowledge Base” hyperlink. This link
opens a new browser screen titled TOP SOLUTIONS for the ARIMS Knowledge
Base as shown in Figure 16 below.
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2. If your issue is not addressed in the TOP SOLUTIONS, you may click the “Find
More Solutions” button at the bottom of the page. This takes you to a search page
in which you may enter keywords or phrases to possibly locate the solution you
need from other locations within the Knowledge Base.

3. If you cannot find an answer to your issue, click the “Request Help” button. This
will take you to the ARIMS Online Help Desk where you may submit a request
for assistance.

2 http:/ / support.arims.army.mil / selfserve/ SelfServe/ SSM™ain.aspx - Microsoft Internet E =g
File Edit \iew Favorites Tools Help
=Eack - = - ) 72 | Diseach (GFavorites Fnedia ¢4 | By S =1 Q]  Fol
Address |@| d A |Links £
(Search - | | Google |v| (T weatherBug 58°

VIEW TOP SOLUTIONS | FIND MORE SOLUTIONS | | REQUEST HeLP |

TOP SOLUTIONS

Shaow top solutions for ICA” Topics) j

Title Topic

Printing file labels ~ .
Printing file labels RM-Assist

Converting from MARKS to ARIMS
Converting from MARKS to ARIMS

Office Symbols and ORLs _ .
Office Syrnbols and ORLs RM-Assist

Creating or Updating an ORL _ .
Creating or Updating an ORL RM-Assist
Editing User or Unit Profile
Editing User ar Unit Profile
Training Training
Training
Requesting records from an RHA or the AEA
Requesting records from an RHA ar the AEA Master Index
Governing Requlation/Requirements
Governing Regulation/Reguirements
Searching the RRS-A
Searching the RRS-A

1g User Level Definitions
User Level Definitions

[y

General

Registration

General

L= =« L = T L |

RRS5-A

Registration

Find More Solutions

=] [ [ [ [@mtemet %
Figure 16. Online Knowledge Base

45.3 Downloads Area

On the Downloads Area page you will find several files to help you take full advantage of
the ARIMS system. Some downloads require you to first login to the system.

The dropdown list, as seen in Figure 17, contains a helpful list of files available for
download.

KeyLogic Systems, Inc. 20 July 2005



ARIMS Version 2.0
ARIMS User’s Guide

Help

Tools

File  Edit Favorites

@Back - ‘_) @ @ \’_h pSearch "-‘;n'\?Favorites *Media @ &2- :\ﬁ I.f)_fl - \_‘J ﬁ

e

ARIMES USER'S GUIDE Dovwenloads Area, where you'l find files to aid you in making full use of the

ARIMS system. Begin vour vist by reviewing the helpful lists at the top of the Downloads Area home page:

ESTIMATED DOWHLOAD TIMES
Dowenloads offered here often include an estimate of how long it should take to download ar install. Using a slower ar

faster connection will increase or decrease the time required, as will conditions st the time of use.

Home | ARIMSE Training | Hot Topics | Yhat's Mew | Search RERS-A | Links
Eecords Management and Declassification Agency | The Adutart General | LS. Anmy Human Resources
Command | Army Home Page

Online Hel Desk | Privacy & Security Motice | About ARIME | DoD Weh Palicy

@ & Internet

Figure 17. Downloads Area Page

To download a file
1. Click the dropdown box to see the list of files you can download.

2. Select the desired file you wish to download.
3. The screen will display the download instructions on the file you selected as seen
in Figure 18 below. Read the instructions carefully to ensure the download is
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successful.

3 Download Items - Microsoft Internet Explorer

File Edit \Miew Favorites Tools Help

eBack @ J @ @ \;h pSearch kl;;ﬂ'\'{‘Fa\forites eMedia @ D}E{v :_?" I.V_;| < ._J ﬁ
Address @

OMLIMNE HELP DESk

ARIMS DOWHLOADS AREA

ARIME USER'S GUIDE ¥ bOWHLOADS

INSTRUCTIONS DOWNLOAD

1. Introduction.. &+ r
The User Guide iz provided in Microsoft Word 2000 formst. This guide & ARIMS USER'S GUIDE

provides detailed instructions and descriptive figures to help you learn 10076 KB Daowenload File
howy to uze all of the ARIMS modules. If you have questions or difficulty 1

using the system, pleaze email our Online Help Desk. Most gquestions and S5 @ 25,6 kops
problems are resalved within 24 hours.

Home | ARIMS Training | Hot Topics | What's Mewy | Search RRES-A | Links
Records Managemert and Declassification Lgency | The Adiutant General | LS. Army Human Resources
Command | Lrmy Home Padge

=]

Qnline Help Desk | Privacy & Security Motice | Akhout ARIMS | LoD Wiek Policy

@ Done # Internet

Figure 18. Download Instructions Page

4. Example: Downloading the User’s Guide: Click on the file hyperlink (ex.

“ARIMS USER’S GUIDE” as seen above) under the DOWNLOAD banner on

the right side of the page in green.

At the next screen, click the “Save” button.

6. Enter the location on your hard drive or network drive where you want to save the
file.

7. If the file download from the ARIMS web site contains the extension .zip or .exe,
you will need to decompress or execute the installation program as described in
the download instructions for Step 3.

o

45.4 Account Notification

This page allows you to check the status of your ARIMS account. This is especially
helpful if you recently registered and are waiting for your account to be approved.
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- Microsoft Internet Explorer provided by K...

File Edit \iew Favorites Tools  Help

@Back hé \_/J \ﬂ @ _;\_| /I__\J Search \:;\  Favatites el‘ﬂecha ﬁj -_ - L::_', l_f)_;l - _J @ @!'5
Address | @] v| B ks *
[Search Web |-]- MEW Toolbar Update = | {Z)~ Messenger m' Bookmarks

ORLINE HELP DESK

TO REGAIN ACCESS TO ARIMS PLEASE TYPE IH YOUR AKQ E-MAIL ADDRESS:

AKO Email Address:

Submit your Email Return to User Logon

Home | ARIMS Training | Search RRS-4 | Links
Records Managemert and Declassification Agency | The Adutart General | LS. Army Human Resources
Command | Army Home Page

online Helpy Desk | Privacy & Security Matice | About ARIMS | Dol web Policy

N

<
&] S B nternet

Figure 19. Account Notification

To check your account status
1. Type in your AKO email address in the textbox where indicated.
2. Click on the “Submit your Email” button.
3. The next screen will display your account status as seen in Figure 20 below.

YWour account has been activated in the ARIMS systermn. The ARIME systerm has sent
a notification of your ARIMS profile credential information to yaur valid ARIMS email
address. Wyau encounter any prablems please contact ARIMSE Online Help Desk

Full Name John Batzer

Email Address john.batzer2@us. army.mil
Account Approved

User Classification System Administrator

Figure 20. Account Status

4.6 ARIMS Login/Logoff

To gain access to the web-based suite of records management tools, you must request an
ARIMS user account by registering by selecting the “New User to ARIMS?” link or the
tab labeled “LOGIN/REGISTRATION?” to start the registration process. Once registered,
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all new users are initially granted an AO level of access to the system. To change to
another user level, the appropriate records management official must submit an
authorization thru the Online Help Desk verifying that the user’s records management
responsibilities require a different level. Once the registration process is complete, the
user can then login to the ARIMS.

46.1 Login

To login to ARIMS, simply click the “Login” button at the top of the homepage. A login
page will display as seen in Figure 21 below. Enter your AKO Username and Password
and then click on “Sign into ARIMS.”

If you do not remember your AKO Username and Password, click on “Forgot
password?” to link to the AKO website and follow the instructions provided on how to
retrieve your sign-in credentials.

A Login - Microsoft Internet Explorer

Fle Edit Wiew Favorites Tools Help |

GBack + = - (D 7at | QSearch EFavorites Media &% | By S = (qu) e}
Address I@ j ﬁ’Go |Links >

@JSBnrch - I I Google |'| @WeatherBug 53

JARMYARECORDSJINEORMAT] \NAGEMENTISYSTEM)

I HOME = D A RMDA

ARNY RECORDS INFORMATION MANAGEMENT SYSTEM AUTHENTICATION

Do you already have an AKO account?

Please enter your Army Knowledge Online {AKO) username and
password below. Fields are case-sensitive, be sure to include
any upper- or lower-case characters, numbers, etc

AKO Username: I

AKO Password: |

Sign into ARIMS Forgot password?

Don't have an AKO account? Click here to register with AKO. | -

12 l_ l_ l_ |@ Internet

Figure 21. ARIMS Login Screen

a

4.6.1.1 Users Supporting Multiple Organizations

Some users have records management responsibilities for more than one Army
organization. ARIMS only allows the registered user’s profile to reflect the user’s
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official unit of assignment as provided in AKO; however, a user will be able to select
other units for which they can perform records management duties.

You must already be a registered ARIMS user to be able to support multiple
organizations. The process for associating users to more than one organization is not
automatic, a request must be submitted by the appropriate records management official
using the Online Help Desk, listing the user’s name and the UICs of all units for which
the user requires access.

When a user supporting multiple organizations logs into ARIMS, they will see a screen
similar to what is displayed in Figure 21 below. The user clicks the “Select” button next
to the unit for which he/she needs to perform records management duties. All actions
taken in ARIMS will be associated with that unit until the user logs out of the system.

< Login - Microsoft Internet Explorer =]

File Edit Wiew Faworites  Tooks  Help |

Back + = ~ (@D &Y | Qisearch [elFavorites hmedia £4 | By S = (ay] e}
Address IE j G0 |Links >
@Searnh - I I Google |'| P WeatherBug 497

a{:}lﬂ_u_ "I_F R

ARMY RECORDS INFORMATION MANAGEMENT SYSTEM AUTHENTICATION

Select the unit to work under for this session. NOTE: All ORLs, labels, etc. will apply to
the unit selected until you log out of ARIMS.

Unit Name

Selectl WAAMCO 07 ARSQO3ITRPC FORSCOM Fecaords Manager

Select | WARNEAN 0101 AV BR 03 ATK HEL B AHE4 FORSCOM Fecords Holding Area Manager

Select | WPEZS0 0112 FABR 03 SWC BTY 155 5P HGDA Action Officer
Select | WATLAS 0007 HG HHC SEVERNTH ARMY USARELUR 7A  Records Coordinator
| Log in using selected unit, | b

=] l_ l_ I_ | @ ntermet

Figure 22. Select Unit for ARIMS Session

N X
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4.6.1.2 Account Deactivated Due to Inactivity.

Your account will be deactivated if you have not used ARIMS for six months as shown in
Figure 23 below.

< Login - Microsoft Internet Explorer -3 x|

File Edit ‘\iew Favorites Tools  Help |

GBack - = - @ fat | D Search [EFavorites SfMedia 4 | B-S Q] ol
Address IE " " o ; d Feden) |Links »
@sgarnh - I l Google |'| @WeatherBug 49

ARNY RECORDS INFORMATION MANAGEMENT SYSTEM AUTHENTICATION

ACCOUNT ACTIVATION

Your ARIMS account has been deactivated for the following
reason:
Prolonged period of inactivity. To reactivate your account, enter
your AKO email address in the text box below. ARIMS will re-
werify your eligibility and notify you by email if your account has
been successfully reinstated.

AKO email address:

Re-activate my account

Don't have an AKO account? Click here to register with AKO.

Home | ARIMS Training | Hot Topics | What's Mew | Search RRS-A | Links

Farnrde Mananarmant and Daclaccificatinn Anancs | Tha &dintant Ganaral | 1LS Areeee Hiurman

&) Done [ [ [ [@mntemst
Figure 23. Deactivated Account for Inactivity

L

To reactivate your ARIMS account:
1. Type in your AKO e-mail address.
2. Click “Re-activate my account” button.

4.6.2 Forgotten Password

In the event you have forgotten your AKO password, you can link from ARIMS to the
AKO web site.

How to retrieve your AKO password
1. Click the “Forgot password?”” button.
2. Click “OK” when the “You are now leaving the ARIMS” screen appears which
will take you to the AKO web site.
3. Follow the AKO instructions for retrieving your AKO password.
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A Army Knowledge Online - Microsoft Internet Explorer =131 x|
File Edit Aiew Favorites Tools  Help ﬁ
GBack - = - (2 | Qsearch GaFavorites @meda (3| B & & - [qu) o}

Address I@ https: f e s, army.milfsuite/loginwelcome, html j @G0 |Links »
(/Search - | Google | = | () WeatherBug 53°

Contact the AKO Helpdesk

Login to AKD
Login bo &k
Login ta KO Lite
Login using ry CAC
New User?

Reqister For AkO

Eligibility: Active Armvy, Army Ressrve,
Mational Guard, DA Civilian, Retired Army,
and Army Guests,

Forgot Your Password?
Lost Password

|Reset your password using the lost passwaord wizard|
SPC Robert Hollett, Headguarters and Headquarters Company, 2nd Battalion, 35th
Infantry Regiment, 25th Infankry Division, stands ready with his M249 SaW during a
patral in Qalat, Afghanistan, 9 October 2004, The patral was checking woting places
during the Afghanistan Presidential Election. (.5, &rmy photo by 355G Joseph P
Callins, Jr.) {(Released)

|@ bt feeiew s, armny il fsuiteflogingwelcorme, bl #

Figure 24. AKO Password Hint

| KT

l_l_ 'E & I”n.tn;met“

4.6.3 Logout

To exit ARIMS, simply click the “Logout” button at the top of the page as shown in
Figure 25 below. This will close your current session and return you to the public view
homepage of ARIMS. It is good practice to completely close your web browser after
ending a session to ensure no information remains in your browser’s history that could be
stolen or hacked.
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Edit  MWiew Favorites  Tools  Help

File

@Back - -\) Ia @ \{;j ﬁSearch ‘S}f‘Favorites wMedia @ B' % @ - |_J @ %
Address @ v| Go Links **

[Search Web |v|v MEW Toolbar Update - | {21+ Messenger QB' Bookmarks »»
- -

SIGH INTO THE ARMY RECORDS INFORMATION MANAGEMENT SYSTEM - LOGOUT

It w wwiar imis.armny.mil

The brosyser will automatically close in 2 seconds.
Wou may also click here to return now.

Home | | Search RRE-A | Links | Records Management and Declassification Agency |
The Adjutant General | LS. Avmy Human Resources Command | Avmy Home Pacge

Online Help Desk | Privacy & Security Motice | About ARIMS | Dol \Web Policy:

£

< | |
@ Done 0 Internet

Figure 25. ARIMS Logout

4.7 New User Registration
To utilize much of the functionality within ARIMS, new users must register for access
and security privileges. During the registration process a relationship or hierarchy is
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determined for the applicant relative to unit, office symbol , corresponding records
management officials , assigned Records Holding Area (RHA) , and unit chain of
command records management policy, guidance and direction.

Users register with ARIMS using their AKO credentials (username and password).
Registrants with valid AKO accounts not requiring sponsorship are processed instantly.
Registrants who must establish an AKO account or need to be approved by a sponsor will
not gain immediate access but will receive email notification when their ARIMS account
has been activated.

Categories of users that do not require sponsorship are: Active Army, Army Reserve,
Army National Guard, DA Civilians, and NAF DA Civilians.

User categories that require sponsorship include: Army contractors, Local Nationals,
members of other military services and DoD and civilian agencies, etc. If individuals
within one of these categories create, maintain, use, and/or manage Army records, they
can be granted access to ARIMS by submitting the AKO e-mail address of a valid
ARIMS sponsor.

4.7.1 New ARIMS User Registration not Requiring Sponsorship

The following user categories (as provided by AKO) do not require sponsorship to
register in ARIMS:

Active Army

Army Reserves

National Guard

Department of the Army (DA) Civilian
Non-appropriated Funds (NAF) DA Civilian

How to register in ARIMS:

1. From the ARIMS homepage, click the “LOGIN/REGISTRATION” button in the
menu bar at the top of the page or select the “New User to ARIMS?” in the bold
blue type on the main home page.

Type in your AKO user account name and password.
3. If you do not require sponsorship for ARIMS, a user profile screen appears as
shown in Figure 26 below.

no
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ARMY RECORDS INFORMATION MANAGEMENT SYSTEM

This page is used to verify all currently known information about your ARIMS user
profile. You will see this page when you initially register and any time AKO indicates
a change in your unit assignment.

Please review all infformation for completeness and correctness.
Select or Enter missing information where indicated.

NOTE: ARIMS assumes that a UIC* change in AKO indicates you have transferred
units and must adjust internally to ensure records are assigned to the correct
organization. if you disagree with the UIC* indicated on this page, check the
appropiate box{es) below to suspend your ARIMS account and contact AKO
immediately. You may leg-in to reactive your account when the UCI* information is
accurate,

When you are finished, click on the checkbox at the bottom of the page.

ARIMS USER PROFILE INFORMATION

Enter information where blank
You may change items in blue by accessing your AKO account.
To change Read-only information, contact AKO

|&) Dore l_ l_ l_ |® Internet

a B

Figure 26. ARIMS New User Registration Introduction

4. Review your user information as supplied by AKO.
5. Enter your telephone, DSN, and fax numbers in the applicable boxes.
6. Confirm your unit information as shown in Figure 27.
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USER or ARIMS PROVIDED PROFILE INFORMATION

Select or Enter information where blank
To correct these tems, send a request through the ARIMS Online Help Desk.
UIC : WEED 36
Official Unit Name : EMDA
AKO Unit Name : US Army Records Mgmt. and Declass Agency
Office Symbol ; I Please Select An Office Symbaol ;I Create MNew
Record Holding Area : 5t Louis {(LISACE)

I have reviewed my user profile and agree with unit changes as indicated by AKO. By

clicking on the box below | understand my ARIMS user profile information will be changed
to match AKO:

& | AGREE with all information. Update my ARIMS user profile. | have selected or entered
valid infarmation where hlank.

| ISAGREE with some information {please check appropiate boxies) below and allow
sufficient time for change to he completed befare returning to the ARIME login page):

r | DISAGREE with Office Symhbal andior Records Handling Area infarmation.
Iweill submit & change requestvia the ARIMS Onling Help Desk hefore proceeding.

I DISAGREE with UIC*. [will contact AKO to make corrections) before proceeding.
| understand that my ARIMS account willbe deactivated until the corrections are made
to engure that records stored or sent to ARIME are not associated

Click here when finished.

*UIC: Unit Identification Code. A six-character, alphanumeric code that uniquely identifies each Active,Reserve, and
National Guard unit of the Armed Forces,

I E

] [ [ | |®mntemet

Figure 27. ARIMS New User Unit Information

7. Click the “Please Select an Office Symbol” dropdown box and select your office
symbol.
If your office symbol is not in the list, click the “Create New” hyperlink to add
your office symbol. A “New Office Symbol” textbox will appear for you to enter
your office symbol. When you have completed entering your office symbol, click
the “Add” button to add your office symbol to ARIMS.

8. If you agree with all the information supplied as displayed, click the “I AGREE”
radio button.
If the information is incorrect, click the appropriate “I DISAGREE” button. If the
Office Symbol and/or RHA are incorrect, click the “Online Help Desk” hyperlink
and submit a Help Desk ticket to have corrections made.
If your UIC is incorrect, you must contact AKO to make the correction before
your account may be approved.

9. Click the “Click here when finished.” button to submit your information.
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4.7.2 Account Requiring Sponsorship

AKO databases do not contain personal information on certain categories of individuals
who are authorized to use ARIMS. Therefore, ARIMS uses the sponsorship process to
obtain and track valid unit assignments for these eligible users, grant them the proper
level of access, and identify where records submitted by them belong.

The following user categories (as provided by AKO) require sponsorship in order to use
ARIMS:

Army Contractor

Local National Employee
DoD Civilian

US Air Force

US Navy

US Marine Corps

US Coast Guard

Army Volunteer

Federal Civilian Agency
Homeland Security
USMA Cadet

ROTC Cadet-Contracted
ROTC Cadet-Not Contracted
Initial Entry Recruit
Foreign Officer

NOTE: Sponsors for applicants that fall within one of the above categories must verify
that the applicant creates, maintains, uses, and/or manages Army records

The requirements for an ARIMS sponsor differ from those needed to obtain an AKO
account. An ARIMS sponsor must:

e Be registered in AKO under the same UIC as that of the applicant.

e Be authorized to grant the applicant privileges to submit, retrieve and open/read
the records within ARIMS commensurate with his/her approved ARIMS access
level (example: AOs can read all records within their UIC/unit level, except those
subject to the Privacy Act).

e Possess a "Full" account in AKO. These include Active Army (AA), Army
Reserves (RE), National Guard (NG), Dept of the Army Civilian (DA), or Non-
appropriated Funds DA civilian (NF).

An ARIMS sponsor does not need to be:
e Currently registered in ARIMS, although this is highly recommended.
e The user’s AKO sponsor
e A Contracting Officer Representative (COR)
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To process an ARIMS account requiring sponsorship:

1. Type in the AKO email address of a valid ARIMS sponsor into the textbox.

2. Click on “Submit Information” such as shown in Figure 28.

3. An email requesting sponsorship will be sent to the individual whose AKO
address was entered in Step 1.

4. When the sponsor returns the email agreeing to the terms and conditions of
sponsoring an ARIMS user, you will receive an email notification that your
account has been activated.

5. If you attempt to log in before your sponsor has returned the email request, you
will receive a notice.

2 Login - Microsoft Internet Explorer provided by RMDA Internet Explorer

File Edit Miew Favorites  Tools  Help 'E.

@Back < -\_) @ @ \f_;j pSearch '\E}g‘Favorites eMedia @ tg?v “i_\ﬁ \_J @ @J ﬁ 7
Address |@ v| Go Links **

[Search Web |v|v MEW Toolbar Update - | (2™ Messenger M'Bookmarks *»
" || |

ARMY RECORDS INFORMATION MANAGEMENT SYSTEM AUTHENTICATION

ACCOUNT ACTIVATION

Your ARIMS account has been deactivated for the following reason:
Your ARIMS sponsorship has expired. To recenfirm your eligibility,
click here to review the requirements for an ARIMS sponsor and
enter a valid AKO email address in the text box below :

Sponsor's AKQO Email Address : |

Subimit Infarmation

Don't have an AKO account? Click here to register with AKO. |

Home | Search RRS-A | Links | Records Management and Declassification Agency |
The Adutant General | LS. Army Human Resources Command | Army Home Paoge

Online Help Desk | Privacy & Security Motice | About ARIME | Dol Wek Policy

& £ nternet
Figure 28. ARIMS New User AKO Sponser Request
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4.7.3 Expiration of Sponsored Account.

AKO databases do not contain personnel information on the categories of individuals
who are sponsored to use ARIMS. Therefore, ARIMS must reconfirm the eligibility of
sponsored users annually to ensure 1) the sponsor is still valid, 2) the user is still working
for the Army, and 3) the user is still located at the same UIC.

Sponsored accounts remain active for one year. If a sponsored user attempts to log in to
ARIMS after a year, he/she will receive a notice.

An expired sponsored account is temporarily deactivated until the ARIMS user
reconfirms his/her eligibility by entering a sponsor’s AKO email address. If no profile
information about the sponsored user has changed since originally activated, the user
should enter the AKO email address of the current sponsor. If the user has transferred,
he/she should enter an AKO email address of a new sponsor.

To reactivate an expired sponsored ARIMS account:

1.
2.
3.

4.

Type in the AKO email address of a valid ARIMS sponsor into the textbox.
Click on “Submit Information.”

An email requesting sponsorship will be sent to the individual whose AKO
address was entered in Step 1.

When the sponsor returns the email agreeing to the terms and conditions of
sponsoring an ARIMS user, you will receive an email notification that your
account has been activated.

If you attempt to log in before your sponsor has returned the email request,
you will receive a notice such as shown in Figure 29.
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HOME

ARMY RECORDS INFORMATION MANAGEMENT SYSTEM AUTHENTICATION

ACCOUNT ACTIVATION

Your ARIMS account has been deactivated for the following
reason:

Your ARIMS sponsorship has expired. To reconfirm your
eligibility, click here to review the requirements for an ARIMS
sponsor and enter avalid AKO email address inthe text hox

below :

Sponsor's AKO Email Address : |

Submit Information |

Don't have an AKO account? Click here to register with AKO. |

Home | ARIMS Training | Hot Topics | What's Mew | Search RRS-4 | Links
Eecords Management and Declassification Agency | The Adjutant General | U.S. Army Human

Facnnreac Carmraand | Areewe Homo Pano

2] Dore [ [ [ [&mntemst
Figure 29. ARIMS Registration - Sponsorship Expired

N X

4.7.3 Ineligible Account

The following user categories (as provided by AKO) are not eligible to register in
ARIMS (they do not create, maintain, use, and/or manage Army records):

Army Retired

Medical Retired

Medical Discharged

DA Civilian, Retired

Family Member

Administrative Contractor (AKO SysAdmins)

If you are ineligible for an ARIMS account based on your AKO account, you will receive
the following screen as seen in Figure 30
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HOME || RRS-A

ARNY RECORDS INFORMATION MANAGEMENT SYSTEM AUTHENTICATION

Do you already have an AKO account?

Please enter your Army Knowledge Online (AKO) username and
password below. Fields are case-sensitive, be sure to include
any upper- or lower-case characters, numbers, etc

You are denied access to ARIMS for the following reason:

Your AKO account code is not a category that is eligible to register in ARIMS. If you feel
your AKO account code is incorrect, Click here to contact AKO.

Figure 30. ARIMS Registration - Ineligible AKO Account

If you believe your eligibility information is incorrect, click on the “Click here” hyperlink
to go to the AKO web site.

5. ARIMS Core Tools

5.1 Electronic Capture and Store (ECS) Applet

The ECS enables registered ARIMS users to assign record retention instructions, using
their current calendar year (CY) Office Records List (ORL), to both CY and fiscal year
(FY) electronic records sent to the Army Electronic Archive (AEA) for secure long-term
storage. The ECS works with MS Outlook to allow for the easy transfer of electronic
records as ordinary email or email attachments. The ECS versions for MS-Office 2000
and 2003 also integrate the functionality of ARIMS with the MS-Office suite of software
applications

5.1.1 ECS Version 3 (ECSV3) for MS-Office 2000

The ECSV3 extends MS Outlook 2000 and MS-Office 2000 products. It is a Visual Basic
COM+ that loads during startup of Outlook 2000 and executes whenever an email or
other electronic record is sent to the AEA. The component communicates with the
ARIMS server through a web service to retrieve both CY and FY records retention
instructions from a user's ORL.

When an email in Outlook is sent, the user has the option of archiving it to the AEA. If
the user elects to archive an email, records retention instructions from their current CY
ORL will appear in a dropdown box. NOTE: Only the T-Code (Transfer) and U-Code
(Unscheduled) record instructions from an ORL will display. The user selects the
appropriate instruction from the dropdown list and the email record is sent to the AEA as
a blind carbon copy. If a user’s office/unit does not have an ORL for the current CY, the
user can still elect to archive the record but will need to assign an instruction to it at a
later time, using the AEA Records Classification function in the ARIMS Records Input
Processing Subsystem (RIPS) Module. Refer to the ARIMS User’s Guide on how to
index current/prior year unidentified records in the AEA.
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DISCLAIMER

Please contact Microsoft or your Network Systems Administrator if you encounter
difficulty installing the MS Simple Object Access Protocol (SOAP) toolkit. ECS installs
the MS SOAP Tool Kit 3.0 on the workstation so ECS can communicate to the ARIMS
web service through HTTPS.

ECS also modifies several Office templates to extend the menus within the Office
applications. The following templates should be backed up or copied to another
filename prior to installation: Word Normal.dot. If you wish to remove ECS from the
workstation, copying the previous versions of these templates over the ECS-modified
templates will restore the Office menus.

5.1.1.1 ECS Version 3 Software Dependencies
ECS Version 3 Software Dependencies included in the ECSv3 Installation

Outlook Redemption

Outlook Redemption works around limitations imposed by the Outlook Security Patch
and Service Pack 2 of MS Office 98/2000 and Office 2002 and 2003 (which include the
Security Patch) plus it provides a number of functions to work with properties and
functionality not exposed through the Outlook object model. Outlook Redemption is a
regular COM library; once registered on the system, it is accessible to any programming
language (VB, VBA, VC++, Delphi, etc). Outlook Redemption uses Extended MAPI
(which is not affected by the Security Patch since it is not accessible to the scripting
languages) to duplicate the functionality blocked by the Security Patch. The file required
by ECSV3:

C:\windows\system32\ECS\Redemption.dll
System Requirements
Outlook Redemption supports Outlook 98, 2000, 2002 and 2003 (Outlook 97 is not
supported).

For more information about Outlook Redemption:
http://www.dimastr.com/redemption/

Visual Basic Runtime SP6

Visual Basic Runtime SP6 is a self-extracting executable file that installs versions of the
MS Visual Basic run-time files required by all applications created with Visual Basic 6.0.
The files include the fixes shipped with Service Pack 6 for Visual Basic 6.0. The files
required by ECS Version 3 include:

C:\windows\system32\msvbvm60.dll
C:\Windows\system32\stdole2.tlb

C:\program files\Microsoft Visual Studio\\VVB98\\VB6EXxt.olb
C:\windows\system32\scrrun.dll
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Note: The path locations/names may be different on your local
workstation depending on the deployment of the Windows operation
system files.

System Requirements

Supported Operating Systems: Windows 2000, Windows 2000 Advanced Server,
Windows 2000 Server, Windows 2000 Service Pack 2, Windows 2000 Service Pack 3,
Windows 2000 Service Pack 4, Windows 95, Windows 98, Windows 98 Second Edition,
Windows ME, Windows NT, Windows Server 2003, Windows XP

For more information about Visual Basic Runtime SP6:
http://www.microsoft.com/downloads/details.aspx?Familyld=7B9BA261-7A9C-43E7-
9117-F673077FFB3C&displaylang=en

Microsoft SOAP Toolkit

The MS SOAP toolkit provides basic Web services capabilities for COM components
and applications. The MS SOAP toolkit allows ECSV3 to communicate via SOAP to the
ARIMS ECS web service. The ARIMS ECS web service provides registered ARIMS
users access to their current CY ORL for archiving both CY and FY T-Code and U-Code
electronic records using ECSV3.

System Requirements

e Supported Operating Systems: Windows 2000, Windows 98, Windows ME,
Windows Server 2003, and Windows XP

e Windows Installer version 2.0 or later is required for installation.

e The MS SOAP client objects will run on Windows 98, Windows ME, Windows
NT 4.0 Service Pack 6, Windows 2000 Service Pack 1, Windows XP, and
Windows 2003.

e The MS SOAP server objects will run on Windows NT 4.0 Service Pack 6,
Windows 2000, Windows XP, Windows 2003, and require 1S to be installed.

e This release requires Internet Explorer 5.0 or later.

e MSXML 4.0 will be installed with the SOAP Toolkit.

ECSV3 Software Dependencies NOT included in the ECSV3 Installation

MSXML 3.0 SP5

MSXML parser is software that reads an XML file and makes it available via the XML
Document Object Model (DOM). The DOM defines a standard set of commands that
parsers should expose so one can access HTML and XML document content from
programs. The files required by ECSV3 include:

C:\windows\system32\msxmi3.dl|
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Note: The path locations/names may be different on your local
workstation depending on the deployment of the Windows operation
system files.

System Requirements
e Supported Operating Systems: Windows 2000, Windows 98, Windows ME,
Windows NT, Windows Server 2003, Windows XP
e All applications using MSXML3 should be closed before you install this SP.

For more information about MSXML 3.0 SP5:
http://www.microsoft.com/downloads/details.aspx?FamilylD=4a3ad088-a893-4f0b-
2932-5e024e74519f&DisplaylLang=en

Microsoft Office 2000

Microsoft Office 2000 Professional Edition is the baseline for ECSV3. ECSV3 extends
Outlook 2000 and the rest of the MS-Office 2000 products.

The following files are used by ECSVa3:

C:\Program Files\Microsoft Office\OFFICE10\Excel.exe

C:\Program Files\Microsoft Office\OFFICE10\msoutl.olb

C:\Program Files\Microsoft Office\OFFICE10\msacc.olb

C:\Program Files\Microsoft Office\OFFICE10\msppt.olb

C:\Program Files\Microsoft Office\OFFICE10\msword.olb
C:\Program Files\Common Files\Microsoft Shared\OFFICE10\mso.dll

Note: The path locations/names may be different on your local
workstation depending on the deployment of the Office program files.

System Requirements
e Operating system: MS Windows® 2000 with Service Pack 3 (SP3), Windows XP,
or later

Windows Internet Explorer 6.0
Internet Explorer 6 is the set of core web browsing technologies in Windows operating
systems.

System Requirements
e Operating system: MS Windows® 98, Windows 98 Second Edition, Windows
Millennium Edition (Windows Me), Windows NT® 4.0 with the high encryption
version of Service Pack 6a (SP6a) and higher, Windows 2000, or Windows XP

MS Windows Installer Version 2.0

The MS Windows® Installer is an application installation and configuration service.
Windows Installer manages the installation and removal of applications by applying a set
of centrally defined setup rules during the installation process. These setup rules define
the installation and configuration of the installed application. In addition, this service is
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used to modify, repair, or remove an existing application. The Windows Installer
technology consists of the Windows Installer service for the Windows operating systems
and the package (.msi) file format used to hold information regarding the application
setup and installations.

System Requirements

Supported Operating Systems: Windows 2000, Windows NT

Windows Installer 2.0 Redistributable for Windows NT 4.0 and 2000 supports Windows
NT 4.0 with Service Pack 6 or later and Windows 2000. Windows XP contains Windows
Installer 2.0 and therefore cannot be installed or upgraded by this redistributable.

For more information about Windows Installer 2.0:
http://www.microsoft.com/downloads/details.aspx?FamilylD=4b6140f9-2d36-4977-
8fal-6f8a0f5dca8f&DisplaylLang=en

Department of Defense (DoD) Trusted Root Certificates
The (DoD) Trusted Root Certificates are used by ECSV3 to establish a Secure Sockets
Layer (SSL) connection to the ARIMS ECS web service.

The latest DoD Trusted Root and the Medium Assurance Certificates can be obtained at
http://dodpki.c3pki.chamb.disa.mil/rootca.html.

5.1.1.2 Installation Requirements.

ECSV3 requires that MS-Office 2000 with Office 2000 Service Pack 3 be installed on the
client computer. Unless you have system privileges that allow you to download
executable files, such as ECS, directly to your PC, you will need to be assisted by your
Systems Administrator/Information Management Office. Installation can be performed
by a domain or local administrator on the workstation and the ECSV3 functionality is
available to anyone who uses the PC.

ECSV3 also requires that the DoD Trusted Root Certificates be installed on the user’s
workstation for proper functionality.

Users must be registered in ARIMS to use ECSV3. If a user is not registered in ARIMS
and attempts to transfer a record to the ARIMS AEA using ECS, the email will be
returned to the user with an error message.

A user’s default email SMTP address in Outlook must match the ARIMS user account
email address supplied during registration/update of user profile information. ARIMS
uses the SMTP email address to validate users who submit electronic records using ECS.
Refer to Section 5.5.2.1 How to Modify Your User Profile on how to update a user’s
email address in ARIMS.

Special Note for Systems Administrators:
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ECS installs the MS SOAP Tool Kit 3.0 on the workstation so ECS can
communicate to the ARIMS web service through HTTPS.

5.1.1.3 Pre-Installation Instructions - Remove All Previous Versions of ECS

IF YOU INTEND TO USE ECSVS, PLEASE REMOVE ALL PREVIOUS VERSIONS
OF ECS FROM THE WORKSTATION BEFORE INSTALLING ECSV3. USING THE
REMOVE OR REMOVE PROGRAMS FROM THE CONTROL PANEL MAY NOT
REMOVE ALL REFERENCES TO ECS.

The following steps should be performed to remove all references to ECS.
Note: It is assumed that the person using ECS has permissions to remove software

and can modify the Windows reqistry. If you cannot perform these functions, contact
your Systems Administrator/Information Management Office for assistance.

1. Open Outlook
2. Under the Tools menu, select the Options menu, click the tab marked Other, and
select the Advanced Options. Click the COM Add-Ins & button
3. Uncheck the Electronic Capture and Store Applet add-in.
4. Close Outlook.
5. Go to the Control Panel and select the Add or Remove Programs icon. Uninstall
Electronic Capture and Store.
6. Go to the Start bar and click Run. At the textbox to run the command, type
regedit.
Warning: If you use Registry Editor incorrectly, you may cause serious
problems that may require you to reinstall your operating system. Use
the Registry Editor at your own risk.
7. Open the following key in the left pane:
HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Exchange\Client\Extensions.
8. Right mouse click on Electronic Capture and Store Applet in the right pane and
select “Delete” from the menu.
9. Click “Yes” when asked if you want to delete this value.
10. Open the following key in the left pane: HKEY_CURRENT_USER\SOFTWARE\.
11. Right mouse click on Army and select “Delete” from the menu.
12. Click “Yes” when asked if you want to delete the key and subkeys.

All references to ECS should now be removed from the workstation.

If you have a question or problem removing previous versions of ECS, submit your
inquiry thru the Online Help Desk located at the bottom of any page on the ARIMS
website at https://www.arims.army.mil.

5.1.1.4 Installation Instructions

Stop your current Outlook session, and double-click on the icon to start the installation
process. As the installation progresses, accept the defaults and continue to select “next”
until installation is complete. Restart Outlook.
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5.1.2 ECS 2003 (ECS2003) for use with MS-Office 2003

The ECS2003 extends Outlook 2003 and the rest of the MS-Office 2003 products. It is a
Visual Basic COM+ that loads during startup of Outlook 2003 and executes whenever an
email or other electronic record is sent to the AEA. The component communicates with
the ARIMS server through a web service to retrieve both CY and FY records retention
instructions from a user's current CY ORL.

When an email in Outlook is sent, the user has the option of archiving it to the AEA. If
the user elects to archive an email, records retention instructions from their current CY
ORL will appear in a dropdown box. NOTE: Only the T-Code (Transfer) and U-Code
(Unscheduled) record instructions from an ORL will display. The user selects the
appropriate instruction from the dropdown list and the email record is sent to the AEA as
a blind carbon copy. If a user's office/unit does not have an ORL for the current CY, the
user can still elect to archive the record but will need to assign an instruction to it at a
later time, using the AEA Records Classification function in the ARIMS Records Input
Processing Subsystem (RIPS) Module. Refer to the ARIMS User’s Guide on how to
index current/prior year unidentified records in the AEA.

DISCLAIMER

Please contact MS or your Network Systems Administrator if you encounter difficulty
installing the MS Simple Object Access Protocol (SOAP) toolkit. ECS installs the MS
SOAP Tool Kit 3.0 on the workstation so ECS can communicate to the ARIMS web
service through HTTPS.

ECS2003 also modifies several Office templates to extend the menus within the Office
applications. The following templates should be backed up or copied to another
filename prior to installation: Word Normal.dot. If you wish to remove ECS from the
workstation, copying the previous versions of these templates over the ECS-modified
templates will restore the Office menus.

5.1.2.1 ECS2003 Software Dependencies
ECS2003 Software Dependencies included in the ECS2003 Installation

Outlook Redemption

Outlook Redemption works around limitations imposed by the Outlook Security Patch
and Service Pack 2 of MS Office 98/2000 and Office 2002 and 2003 (which include the
Security Patch) plus provides a number of functions to work with properties and
functionality not exposed through the Outlook object model. Outlook Redemption is a
regular COM library; once registered on the system, it is accessible to any programming
language (VB, VBA, VC++, Delphi, etc). Outlook Redemption uses Extended MAPI
(which is not affected by the Security Patch since it is not accessible to the scripting
languages) to duplicate the functionality blocked by the Security Patch. The file required
by ECS2003:

C:\windows\system32\ECS\Redemption.dll
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System Requirements
Outlook Redemption supports Outlook 98, 2000, 2002 and 2003 (Outlook 97 is not
supported).

For more information about Outlook Redemption:
http://www.dimastr.com/redemption/

Visual Basic Runtime SP6

Visual Basic Runtime SP6 is a self-extracting executable file that installs versions of the
Microsoft Visual Basic run-time files required by all applications created with Visual
Basic 6.0. The files include the fixes shipped with Service Pack 6 for Visual Basic 6.0.
The files required by ECS2003 include:

C:\windows\system32\msvbvm60.dll
C:\Windows\system32\stdole2.tlb

C:\program files\Microsoft Visual Studio\VB98\VB6EXxt.olb
C:\windows\system32\scrrun.dll

Note: The path locations/names may be different on your local
workstation depending on the deployment of the Windows operation
system files.

System Requirements

Supported Operating Systems: Windows 2000, Windows 2000 Advanced Server,
Windows 2000 Server, Windows 2000 Service Pack 2, Windows 2000 Service Pack 3,
Windows 2000 Service Pack 4, Windows 95, Windows 98, Windows 98 Second Edition,
Windows ME, Windows NT, Windows Server 2003, Windows XP

For more information about Visual Basic Runtime SP6
http://www.microsoft.com/downloads/details.aspx?Familyld=7B9BA261-7A9C-43E7-
9117-F673077FFB3C&displaylang=en

Microsoft SOAP Toolkit

The MS SOAP toolkit provides basic web services capabilities for COM components and
applications. The MS SOAP toolkit allows ECS2003 to communicate via SOAP to the
ARIMS ECS web service. The ARIMS ECS web service provides registered ARIMS
users access to their current CY ORL for archiving both CY and FY T-Code and U-Code
electronic records using ECS2003.

System Requirements
e Supported Operating Systems: Windows 2000, Windows 98, Windows ME,
Windows Server 2003, Windows XP
e Windows Installer version 2.0 or later is required for installation.
e The MS SOARP client objects will run on Windows 98, Windows ME, Windows
NT 4.0 Service Pack 6, Windows 2000 Service Pack 1, Windows XP, and
Windows 2003.
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e The MS SOAP server objects will run on Windows NT 4.0 Service Pack 6,
Windows 2000, Windows XP, Windows 2003 and require I1S to be installed.

e This release requires Internet Explorer 5.0 or later.

e MSXML 4.0 will be installed with the MS SOAP Toolkit.

ECS2003 Software Dependencies NOT included in the ECS2003 Installation

MSXML 3.0 SP5
MSXML parser is software that reads an XML file and makes it available via the XML
Document Object Model (DOM). The DOM defines a standard set of commands that
parsers should expose so one can access HTML and XML document content from
programs. The files required by ECS2003 include:
C:\windows\system32\msxml3.dll
Note: The path locations/names may be different on your local
workstation depending on the deployment of the Windows operation
system files.

System Requirements
e Supported Operating Systems: Windows 2000, Windows 98, Windows ME,
Windows NT, Windows Server 2003, Windows XP
e All applications using MSXML3 should be closed before you install this SP.

For more information about MSXML 3.0 SP5:
http://www.microsoft.com/downloads/details.aspx?FamilylD=4a3ad088-a893-4f0b-
2932-5e024e74519f&DisplayLang=en

Microsoft Office 2003

MS Office 2003 Professional Edition is the baseline for ECS2003. ECS2003 extends
Outlook 2003 and the rest of the MS-Office 2003 products.

The following files are used by ECS2003:

C:\Program Files\Microsoft Office\OFFICE11\Excel.exe

C:\Program Files\Microsoft Office\OFFICE11\msoutl.olb

C:\Program Files\Microsoft Office\OFFICE11\msacc.olb

C:\Program Files\Microsoft Office\OFFICE11\msppt.olb

C:\Program Files\Microsoft Office\OFFICE11\msword.olb
C:\Program Files\Common Files\Microsoft Shared\OFFICE11\mso.dll

Note: The path locations/names may be different on your local
workstation depending on the deployment of the Office program files.

System Requirements
e Operating system: MS Windows® 2000 with Service Pack 3 (SP3), Windows XP,
or later
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Windows Internet Explorer 6.0
Internet Explorer 6 is the set of core Web browsing technologies in Windows operating
systems.

System Requirements
e Operating system: Microsoft Windows® 98, Windows 98 Second Edition,
Windows Millennium Edition (Windows Me), Windows NT® 4.0 with the high
encryption version of Service Pack 6a (SP6a) and higher, Windows 2000, or
Windows XP

Windows Installer Version 2.0

The MS Windows® Installer is an application installation and configuration service.
Windows Installer manages the installation and removal of applications by applying a set
of centrally defined setup rules during the installation process. These setup rules define
the installation and configuration of the installed application. In addition, this service is
used to modify, repair, or remove an existing application. The Windows Installer
technology consists of the Windows Installer service for the Windows operating systems
and the package (.msi) file format used to hold information regarding the application
setup and installations.

System Requirements

Supported Operating Systems: Windows 2000, Windows NT

Windows Installer 2.0 Redistributable for Windows NT 4.0 and 2000 supports Windows
NT 4.0 with Service Pack 6 or later and Windows 2000. Windows XP contains Windows
Installer 2.0 and therefore cannot be installed or upgraded by this redistributable.

For more information about Windows Installer 2.0:
http://www.microsoft.com/downloads/details.aspx?Family|D=4b6140f9-2d36-4977-
8fal-6f8a0f5dca8f&DisplaylLang=en

Department of Defense (DoD) Trusted Root Certificates
The DoD Trusted Root Certificates are used by ECS2003 to establish a Secure Sockets
Layer (SSL) connection to the ARIMS ECS web service.

The latest DoD Trusted Root and the Medium Assurance Certificates can be obtained at
http://dodpki.c3pki.chamb.disa.mil/rootca.html.

5.1.2.2 Installation Requirements

ECS2003 requires that MS-Office 2003 with Office 2003 be installed on the client
computer. Unless you have system privileges that allow you to download executable
files, such as ECS, directly to your PC, you will need to be assisted by your Systems
Administrator/Information Management Office. Installation can be performed by a
domain or local administrator on the workstation and the ECS2003 functionality is
available to anyone who uses the PC.
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ECS2003 also requires that the DoD Trusted Root Certificates be installed on the user’s
workstation for proper functionality.

Users must be registered in ARIMS to use ECS2003. If a user is not registered in
ARIMS and attempts to transfer a record to the ARIMS AEA using ECS, the email will
be returned to the user with an error message.

A user’s default email SMTP address in Outlook must match the ARIMS user account
email address supplied during registration/update of user profile information. ARIMS
uses the SMTP email address to validate users who submit electronic records using ECS.
Refer to Section 5.5.2.1 How to Modify Your User Profile on how to update a user’s
email address in ARIMS.

Special Note for System Administrators.
ECS 2003 installs the SOAP Tool Kit 3.0 on the workstation so ECS can
communicate to the ARIMS web service through HTTPS.

5.1.2.3 Pre-Installation Instructions - Remove All Previous Versions of ECS

IF YOU INTEND TO USE ECS2003, PLEASE REMOVE ALL PREVIOUS
VERSIONS OF ECS FROM THE WORKSTATION BEFORE INSTALLING ECS2003.
USING THE REMOVE OR REMOVE PROGRAMS FROM THE CONTROL PANEL
MAY NOT REMOVE ALL REFERENCES TO ECS.

The following steps should be performed to remove all references to ECS Version 1:

Note: It is assumed that the person using ECS has permissions to remove software
and can modify the Windows registry. If you cannot perform these functions, contact
your Systems Administrator/Information Management Office for assistance.

1. Open Outlook
2. Under the Tools menu, select the Options menu, click the tab marked Other,
and select the Advanced Options. Click the COM Add-Ins & button
3. Uncheck the Electronic Capture and Store Applet add-in.
4. Close Outlook.
5. Go to the Control Panel and select the Add or Remove Programs icon.
Uninstall Electronic Capture and Store.
6. Go to the Start bar and click Run. At the textbox to run the command, type
regedit .
Warning: If you use Registry Editor incorrectly, you may cause
serious problems that may require you to reinstall your operating
system. Use the Registry Editor at your own risk.
7. Open the following key in the left pane:
HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Exchange\Client\Extensions.
8. Right mouse click on the Electronic Capture and Store Applet in the right
pane and select “Delete” from the menu.
9. Click “Yes” when asked if you want to delete this value.
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10. Open the following key in the left pane:
HKEY_CURRENT_USER\SOFTWARE\.

11. Right mouse click on Army and select “Delete” from the menu.

12. Click “Yes” when asked if you want to delete the key and subkeys.

The following steps should be performed to remove all references to ECS Version 3
(ECSV3):

Close any open Office applications. For example, MS Word, MS Outlook, etc.
From the start menu, select Start-> Settings-> Control Panel.

From the Control Panel, select the Add/or Remove Programs options.

From the list of available programs, select the ECS program, then select the
remove button.

5. After the application is completely removed, reboot the computer.

APwnhE

All references to ECS should now be removed from the workstation.

If you have a question or problem removing previous versions of ECS, submit your
inquiry thru the Online Help Desk located at the bottom of any page on the ARIMS
website at https://www.arims.army.mil.

5.1.2.4 Installation Instructions

Stop your current Outlook session, and double-click on the icon to start the installation
process. As the installation progresses, accept the defaults and continue to select “next”
until installation is complete. Restart Outlook.

5.1.3 How to Submit a Record using ECS Version 3 or ECS 2003 to the AEA

5.1.3.1 Using Outlook

1. After you have completed your email, click the "Send" button.

2. ECS presents a message box as seen in Figure 31. By default, the "Do Not
Archive™ button is active. Clicking on "Do Not Archive" allows your email to
be sent without sending a blind carbon copy to the AEA.

NOTE: In the next version of ECS, the popup message box will not automatically
display when clicking on Send. Users will activate the popup message box by
clicking on a checkbox and then proceeding with Step 3.
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& ARIMS T Record Selection to AEA ]

— Select Indexing Instuction

Bchive | i Do Mot Archive

—ARIkMS Application Funchions

ARIMS Login | ARIMS Registration

Figure 31. ECS - RRS-A Record Retention Instruction Screen

3. If an email message or message attachment is a long-term or permanent (T-
Code) record, or is a currently unscheduled (U-Code) record that needs to be
archived, click on the dropdown list and select the RRS-A record retention
instruction that applies to the email record as seen in Figure 32. Based on the
information in your ARIMS user profile, ARIMS captures information about
you and your office/unit and routes the email and any attachments to the AEA
for indexing and secure storage.

&4 Sample submission to AEA via ECS 2003 - Message {Ric o [a]4}
| Fle Edit Yew Insert Format Tools  Actions Help

— L i W8 T3 Y 8| |Q ootons. B E|Arial A B £ D E =SS E i—:I

‘ This message has not been sent, ‘

To... | |infu@arims.army.mi
e ||

E
ECC... |

Subject: |Sample submission to AEA via ECS 2003
Sample submission to AEA via ECS 2003 =

& ARIMS T Record Selection to AEA x|

— Select Indesing Instruction

1-1b1 : Program and budget guidance - Offices of the DA Staff responsible for preparation, approval, and issue @ 41 =
1-33a1 : Memorialization board flles - Office of the AG, recoids pertaining to plaques : 93

1-33a2 : Memorialization board fles - Office of the A4(G, other than records pertaining to plagues : 94

340-2102 : Privacy Act reports - Other than annual reports © 723

340-21a1 : Privacy cases - Dffices of appellate authorities Appeals adiudicated fully in favor of requester : 724

3402152 : Privacy cases - Dffices of appellate authorities Appeals refuzed in full or in part [provided legal proceedings are completed) : 725

525a1 : Command reports - Dffice with Army-wide staff responsibility and units in & combat environment or designated a3 combat support elements @ 1344
3y : Defenze Travel System [DTg], DTS-ArIChive 4347 -

1
-

Figure 32. ECS - RRS-A Instruction Screen Example

5.1.3.2 Microsoft Word, Excel, Access, or PowerPoint

1. After you have finished working with your document, name and save your
document as you normally would, then click on the “File” menu item.
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If the document is a record to be sent to the AEA, click the option to "Send To
Army Electronic Archive™ and proceed to name and save your document as

you normally would.

wll ARIMSE Users Guide Draft.doc - Microsoft Word

File | Edit %iew Insert Format  Tools  Table  window  Help

[ Open.. Ctro bt AN IR ~| &
H Save Ctr+5S 12 - B I g Eli i
Save As.., q
I(_} - Q} - ‘J 'a',_b/? - J g E
| Send To Army Electronic Archive |
|'[ . 2\ e
] 11 tn o nongn s

)
| |'i IE;.:I I.\Irl-e-nxi:'rr'm (S

Figure 33. Word, Excel Access, or PowerPoint ECS - Send to Army Electronic
Archive

3. ECS presents a popup message box as seen in Figure 34. By default, the "Do
Not Archive" button is active. Clicking on "Do Not Archive™ returns you to

the normal application screen.

& ARIMS T Record Selection to AEA ]
— Select Indexing Instuction
Archive Do Mot Archive
—A&RIMS Application Functions
ARIMS Login ARIMS Regiztration

Figure 34. Word, Excel Access, or PowerPoint ECS - RRS-A Instruction Screen

4.

If the electronic record is a long-term

or permanent (T-Code) record, or is a

currently unscheduled (U-Code”) record that needs to be archived, click on

the dropdown list and select the RRS

-A record retention instruction that

applies to the e-record as seen in Figure 35. Based on the information in your

ARIMS user profile, ARIMS capture

s information about you and your

office/unit and routes your e-record and any attachments to the AEA for

indexing and secure storage.
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& ARIMS T Record Selection to AEA X|

— Select Indexing Instuction

1-1b1 : Program and budget guidance - Offices of the DA Staff responsible for preparation, approval, and issue ; 41 =
1-33a1 : Memorialization board files - Office of the 4G, recards pertaining to plagues : 93

1-33a2 : Memorialization board files - Office of the 4G, ather than records pertaining to plaques : 94

| [340-21b2 : Privacy Act reports - Dther than annual reports © 723

340-21a1 : Privacy cases - Offices of appellate authorities Appeals adjudicated fully in favor of requester - 724

340-21a2 ; Privacy cases - Offices of appellate authorities Appeals refused in full or in part [provided legal proceedings are completed) : 725

52521 : Command reports - Office with Amy-wide staff responsibility and unitz in & combat environment or designated as combat support elements | 13447
37y Defense Travel System [DTS), DTS—Arlchwa 4347 -

Figure 35. Word, Excel Access, or PowerPoint ECS - RRS-A Instruction Screen
Example

5.1.4 Troubleshooting ECS

The ECS issue most encountered by users is that the ECS dropdown menu does not
display as illustrated in Figure 32 and Figure 35. In most instances, the user is only given
a “Yes/No” option to submit a record to the AEA as seen in Figure 36. This is caused
when ECS, for whatever reason, cannot retrieve an ORL for the user from ARIMS.
Registered ARIMS users can still transfer records to the AEA, however the records will
not have RRS-A record retention instructions associated with them and they will need to
be assigned at a later time using the AEA Records Classification function in the ARIMS
Records Input Processing Subsystem (RIPS) Module. Refer to the ARIMS User’s Guide
on how index current/prior year unidentified records in the AEA.

Email Capture and Storage Applek (ECS) El

@ Do You Meant to send a copw of this message to Records Storage?

Figure 36. Troubleshooting ECS — Yes/No Screen

This screen shown in Figure 36 will appear to the end user if:
e ECS cannot associate the user with an ORL. This symptom is most often caused
by a user whose Office Symbol does not have an existing ORL for the current
CY.
e ECS cannot communicate with ARIMS using SOAP. This symptom may be
caused by a variety of reasons including the MS SOAP toolkit not installing
properly, outdated DoD Root Certificates, a network communications failure, etc.

5.1.4.1 Troubleshooting ORL issues in ECS

The issue of not having an ORL associated with a user who is attempting to use ECS is
the easiest to fix and should be the first step in troubleshooting an ECS issue. This can be
resolved by logging onto ARIMS and creating an ORL as documented in the Section
5.2.2 Create ORL.
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5.1.4.2 Troubleshooting SOAP issues in ECS

The SOAP ECS issue is often associated with the workstation not possessing the latest
DoD Root Certificates and/or the MS SOAP Toolkit failed to install properly.

5.1.4.2.1 Check for the Latest DoD Root Certificate

The first step in resolving the DoD Root Certificates issue is to open Internet Explorer on
the workstation and typing https://www.arims.army.mil in the address bar shown in
Figure 37

3 Army Knowledge Online - Microsoft Internet Explorer

File Edit \iew Favarites Tools  Help

. - L] — il
2 - \ ) - ;
Q Back | b p: | Search [ Favorites |

. Address hktps: v, arims . arre il

Figure 37. Troubleshooting ECS — Testing DoD Root Certificate

If the warning appears, as shown in Figure 38, the workstation does not have the latest
DoD Root Certificates installed.

Security Alert x|

r.‘r‘l Information you exchange with thiz site cannot be viewed or
?. changed by athers. However, there is a prablem with the site's
: zecurity certificate.

The security certificate was izsued by a company you have
not chosen to brust. Wiew the certificate to determine whether
you want to bust the certifying authoriby.

0 The zecurity certificate date is walid.

0 The security certificate has a walid name matching the name
of the page you are trying o view.

Do you want ko proceed?

i Wiew Certificate |

Figure 38. Troubleshooting ECS - Certificate Warning

The latest DoD Trusted Root and the Medium Assurance Certificates can be obtained at
http://dodpki.c3pki.chamb.disa.mil/rootca.html.

5.1.4.2.2 Removing and Reinstall SOAP Toolkit

If the ECS symptom still exists after following the steps above, the next troubleshooting
option is to uninstall ECS, following the instructions listed in Sections 5.1.1.3 and
5.1.2.3. Once ECS has been removed from the system, remove the MS SOAP Toolkit
from the workstation.

The following steps should be performed to remove all references to the MS SOAP
Toolkit:
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Close any open Office applications. For example, MS Word, MS Outlook, etc.
From the Start menu, select Start-> Settings-> Control Panel.

From the Control Panel, select the Add/or Remove Programs options.

From the list of available programs, select the MS SOAP Toolkit program,
then select the Remove button.

5. After the application is completely removed, reboot the computer.

Pwn e

Once the computer/workstation is rebooted, download the MS SOAP Toolkit from
Microsoft’s download site. The following hyperlink should display the SOAP Toolkit
download page: http://www.microsoft.com/downloads/details.aspx?FamilylD=c943c0dd-
ceec-4088-9753-86f052ec8450&DisplayLang=en. When prompted, chose the “Save”
button to save the file (soapsdk.exe) to the workstation’s hard drive. After the SOAP
Toolkit executable is downloaded to the workstation, double-click on the soapsdk.exe file
to install the SOAP toolkit on the workstation.

After the SOAP toolkit has been installed, re-install the appropriate version of ECS
following the instructions in Section 5.1.1.4 for ECSV3 or Section 5.1.2.4 for ECS2003.

If these methods do not resolve your ECS issue, please submit a trouble ticket thru the
Online Help Desk located at the bottom of any page on the ARIMS website
https://www.arims.army.mil.

5.2 RM-Assist

The RM-Assist module is comprised of two major components, the RRS-A and the ORL.

Records Retention Schedule-Army (RRS-A). The RRS-A allows all users to search the
Army’s Records Retention Schedule. The RRS-A reflects all National Archives and
Records Administration (NARA) approved dispositions for Army records.

Office Records List (ORL). The ORL sub-module allows for an ORL (file plan) to be
created for an office/unit. The ORL is tracked at the office symbol level. This process is
accomplished by linking items from the RRS-A to the Office Symbol as a basis for the
types of records that an office/unit will generate.

Figure 39 shows the introduction page to the RM-Assist.
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2 RM-ASSIST Menu Page - Microsoft Internet Explorer provided by RMDA Internet Explorer = |[O][*]
Flle  Edit Help o

eBack @ \_) @ @ _h /':_j Search “E:'\'g‘ Favorikes a‘Media @ [‘:.;{' :\", Iy_—l = _J @ @!; ﬁ @ ﬁ
Address |@ v| Go Links *
N l B+ Mew Toobar Update - | ()~ Messenger [U1]~ Bockmarks (@ My vahaa!

View  Favorites  Tools

[ Search Web

RM-ASSIST SUB-MODULE

FM Azszizt subsystem is comprised of twea (2) major componerts, RRS-A and Office Records List.

#* RRS-A (Records Retention Schedule-Army) is & sub-module that is svailable to both registered users of ARIMS and members of
the general public. The RRS-A is updsted a5 changes ocour, based on the Mational Archives and Records Administration (MARA)
approved retention and disposition information for Army records.

@ ORL (OFFICE RECORDS LIST) is & sub-module that alloves authorized users to create ORLs for their units. One ORL may be
created per year for each office symbol within & unit. The ORL provides ARIMS key information about baoth the unit and the
recaords the unit submits, such a5 when the records are created (based onthe year of the ORL), how long they are to be
mairtained, and when they are eligible to be destroyed or retired to the MNational Archives (based on the retention and disposition
instructions as listed in the RRS-4).

Goto Office Records List | View List of Proposed ORLs |

Home | | Search RRS-A | Links | Records Managemert snd Declassification Agency |
The Adiutant General | LS. &rmy Human Resources Command | Srmy Home Page

Cnline Help Desk | Privacy & Security Motice | About ARIMS | Dol Wekb Policy

& 0 Internet

Figure 39. RM Assist Introduction

The RRS-A component is available to both registered users of ARIMS and members of
the general public. The RRS-A allows all users to search the Army’s Record Retention
Schedule as documented in Section 4.3 Records Retention Schedule-Army. Additional
functionality is available to selected RMDA personnel which allows them to update the
RRS-A as changes occur, based on the National Archives and Records Administration
(NARA) approved retention and disposition information for Army records.

5.2.1 Office Records List (ORL) Sub-Module

The ORL is a sub-module that allows for the creation of office/unit ORLs. The use of an
ORL is part of a unit’s standard recordkeeping procedures and can greatly reduce the
amount of effort required to service and maintain official records. The ORL provides
ARIMS key information about the types of records being created for a particular office
symbol, such as when they were created (based on the year of the ORL), how long the
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records are to be maintained(based on the RRS-A), and when they are to be destroyed or
retired to the National Archives.

When an ORL is created, it must be approved by the servicing records management
officer/official before it can be used. Once an office/unit has an approved ORL, a set of
barcode labels may be generated for the hardcopy records. These barcode labels are to be
placed on record folders and boxes for transfer or collection by records officials.

To enter the ORL sub-module, log in to ARIMS, click on the RM-ASSIST tab, and then
click on the “Go to Office Records List” button as shown in Figure 39.
) RM-ASSIST Menu Page - Microsoft Internet Explorer provided by RMDA Internet Explorer |:||E”z

File Edit View Favorites Tools Help l!!'
@B""k - \_.) @ @ _h /':_j Search \;1'\'§‘Favorites eMedia @ [‘:rj{' :\,’-— |9_;| h _J @ @!; ﬂ @ ﬁ

Address |@ v| Go Links *
N l B+ Mew Toobar Update - | > Messenger (U1~ Bookmarks (@ My vahoo! - 3

[ Search Web

RDSJINEG

Rh-AEZIET

RM-ASSIST SUB-MODULE

FM Azszizt subsystem is comprised of twea (2) major componerts, RRS-A and Office Records List.

#* RRS-A (Records Retention Schedule-Army) is & sub-module that is svailable to both registered users of ARIMS and members of
the general public. The RRS-A is updsted a5 changes ocour, based on the Mational Archives and Records Administration (MARA)
approved retention and disposition information for Army records.

@ ORL (OFFICE RECORDS LIST) is & sub-module that alloves authorized users to create ORLs for their units. One ORL may be
created per year for each office symbol within & unit. The ORL provides ARIMS key information about baoth the unit and the
recaords the unit submits, such a5 when the records are created (based onthe year of the ORL), how long they are to be
mairtained, and when they are eligible to be destroyed or retired to the MNational Archives (based on the retention and disposition
instructions as listed in the RRS-4).

Goto Office Records List | View List of Proposed ORLs |

Home | | Search RRS-A | Links | Records Managemert snd Declassification Agency |
The Adiutant General | LS. &rmy Human Resources Command | Srmy Home Page

Cnline Help Desk | Privacy & Security Motice | About ARIMS | Dol Wekb Policy

& 0 Internet

Figure 40. RM-Assist - ORL Sub-Module

The next screen that appears lists all existing ORLs available to the user based on his/her
ARIMS role. Figure 41 shows a typical view of a records manager’s ORL list. Users
cannot change information beyond the defined organizational hierarchy defined in
ARIMS. This user is a records manager for FORSCOM and can only access units, ORLs
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and records for the units he/she services. For an action officer, this screen would allow
viewing of ORLSs within their unit of official assignment.

-2 Office Record List -
Fle Edit \iew Favorites Tools Help

GBack + = - £ 2 | ‘QSearch [GelFavorites EhMedia ¢8| B & A - [qu] o}

Address |@
JlSearch -|

Microsoft Internet Explorer

—Ioix|

j PaEn |Links >

I Google | 'l @WeatherB ug 44°

-

(RM-ASSIS]

RMATION m ;EEIBIJE SYSTE

JMIN | HELP ¥

OFFICE RECORD LIST {ORL) SUB-MODULE

Office Record List (ORL) is a subsystermn which allows hoth the authorized user from the unit and the RHA Records
Manager the ahility to create Office Record Lists {ORL) for units. The ORL will be tracked at the Office Symbal level; This
process is accomplished by linking items from the Army Retention Schedules to the Office Symbol as a basis for the types
of records that a unit will nenerate.

Ifthe ORL is created by the Unit uger, the RHA Records Manager may approve the ORL before the unit can usge the list.
Once the unit has created an ORL, a set of barcode labels can bhe generated for the unit's use. These harcode lahels are
to be placed on foldersihoxes in the unit's filing area for future records collection by records managers.

MACOM FORSCOM =
Please select a MACOM

UNIT [FORSCOM

OFFICE SYMBOL HGDA

OTHERS

(1) To Create an ORL 7 Sefect the Crd jgagELIR T4

(2) To Updateiview an ORL 7 Select

o IR e

[VIEW ACTIVE ORLs]
MName Year Approved Active |
2101 - ORL TestJB 2101 Draft Yes
2101 - ORL TestJB 2102 Draft Pending
JB ORL Template Test 2007 Draft Yes
JB ORL Test2 2017 Froposed Yes
Sample ORL Test 2004 Appraved Yes
Test 2016 Draft Yes
Testd4.31 2005 Draft Yes
=
& [ [ [ ntemet v

Figure 41. RM-Assist - ORL Introduction Page

5.2.2 Create ORL

5.2.2.1 How to create a new ORL:

Only one ORL may be created per office symbol, per year.

There are two ways to create a new ORL. You may create one from “scratch,” meaning
you will select each individual record instruction from the RRS-A to add to your ORL, or
you may use the Template Library function. See Section 5.1.3.
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To create a new ORL from scratch:

1. Click on the correct MACOM, UNIT, and Office Symbol (whichever are
selectable, depending on your access level) by using the dropdown menus.

2. Type in the ORL Name and ORL Year, similar to that shown in Figure 42.
NOTE: Itis highly recommended that the ORL Name reflect the mission of the
organization for which the ORL is being created. Keep in mind that others in
your office/unit will be using the same ORL.

3. Click the “Create ORL” button to create an ORL.

The newly created ORL is “empty” and must have record instructions added to it. To add
record instructions from the RRS-A to your ORL, go to Section 5.1.4 “Updating the
ORL” for details.
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‘& Office Record List - Microsoft Internet Explorer

=101 %]
Fle Edit \iew Favorites Tools Help i
GiBack ~ = - &) 72 | Diseach GFavorites @Media <4 | B & =1 - D E &
Address |@ d G0 |Links »

@sgarnh - I l Google |'| @WeatherBug 47

OFFICE RECORD LIST (ORL) SUB-MODULE

Office Record List (ORL) is a subsystem which allows both the authorized user from the unit and the RHA Records
Manager the ahility to create Office Record Lists (ORL) for units. The ORL will be tracked atthe Office Symhbol level; This
process is accomplished by linking iterns from the Army Retention Schedules to the Office Symboal as a basis for the types
of records that a unit will generate.

Ifthe ORL is created by the Linit user, the RHA Records Manager may approve the ORL before the unit can use the list.
Once the unit has created an OFRL, a setof barcode labels can be generated forthe unit's use. These barcade labels are
to be placed on foldersiboxes in the unit's filing area for future records collection by records managers.

MACOM [Forscom =l
UNIT [0017 AR SQO3TRP C =
OFFICE SYMBOL | Classic ASP =l

{11 Ta Create an ORL 7 Select the Cregle ORL button and enter haime
(2 To Updatefdiew an ORL ? Selectihe ORL Mame

CREATE NEW ORL
Create ORL from the
DRnane I Template Library
ORL Year [2004
CREATE ORL | CAMCEL UPDATE
[WVIEW ACTIVE ORLs]
2101 - ORL Test JH 2101 Draft Yes
JH ORL Template Test 2007 Draft Yes
JB ORL Test? 2T Praposed Yes
Test 2016 Dratt Yes
TestORL S 2004 Draft Yes
4 I 2
&) Done [ | | |®mntemet 4

Figure 42. RM Assist - Create New ORL

5.2.2.2 ORL Template Library

The ORL Template Library allows users to create a new ORL and quickly add a group of
pre-defined record instructions from the RRS-A to it.

The Library is based on prescribing directives (e.g., Army regulations and PAMs, DoD
instructions, etc). Selecting one or more of the prescribing directives will add all the
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RRS-A record instructions related to the directive to your ORL. From there, you can
update your ORL to add or delete record instructions so that it only lists the instructions
you need.

5.2.2.2.1 Create an ORL from the Template Library.
Step-by-Step Help Guide

1. Select the correct MACOM, UNIT, and Office Symbol (whichever are selectable,
depending on your access level) by using the dropdown menus.

2. Click on the “Create ORL from the Template Library.”

3. Type in the ORL Name and ORL Year, similar to that shown in Figure 35.
NOTE: It is highly recommended that the ORL Name reflect the mission of the
organization for which the ORL is being created. Keep in mind that others in
your unit will be using the same ORL.

File Edit Wiew Favorites Tools Help ':;'

e Back - \_) \ﬂ @ h ./ID Search \31:( Favarikes e Media @ [‘j'\: - .:\; _J @ @!; ﬁ @ ﬁ
Address |@ v| Go  Links *
Search Web |~ v MEW Taoolbar Update - | (Zi™ Messenger @H' Bookmatks @ My ¥ahoo! - ¥

OFFICE RECORDS LIST (ORL) SUB-MODULE

The ORL zub-module alloves authorized users to CREATE ORL= for their units. One ORL may be created per year for each office symial
within & unit. The ORL provides ARIMS key information shout both the unit and the records the unit submits, such as when the records
are crested (based on year of the ORL), how long they are to be maintained | and when they are eligible to be destroved or retired to the
Mational Archives (based on the retertion and dispostion instructions as listed inthe RRS-4).

Al newly created ORLs, or changes to an existing ORL, must be approved by the unit's servicing Records Manger before it can be used.
once the unit has an approved ORL, a =&t of barcode labels can be generated for hardcopy records. These barcode labels are to be
placed on record folders and boxes for transfer or for collection by records management officials.

MACOM |HeDa v
unIT [ FMDA - (WEED3E) v
OFFICE SYMBOL [sasu |

(11To Create a new ORL 7 Select the Create batton and enter an ORL name, or 4se the Create ORL from the Termplate Librany option.
[2) For all other functions ¥ First click on the ORL Name to sefect it then click any of the other avallable bultons

CREATE HEW ORL

Create ORL from the
R ae | Template Library
ORL Vear [200s |

[ cREATEORL | CAMNCEL UPDATE |

Approved
TRIAL RN 2003 Approved
test 2008 Approved
01 0672005 ORI For harjorie 2025 Draft
v
& 8 Internet
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Figure 43. RM Assist - Create ORL from Template Library

4. Select one or more templates by clicking on the check boxes desired as seen in
Figure 44.
A ORLIntro - Microsoft Internet Explorer =101
File Edit Wiew Favorites Tools Help ﬁ

GBak - = - (@ A | @search GFavorites hMedia (B | Bh- & = - h ol
Address IE d e |Links B
@5enrch - I I Google |'| @WeatherBug a4

 ohorda i
ECORDSIINEGRMAT|I

RM-ASSIST

RM-ASSIST SUB-MODULE - CREATE NEW OFFICE RECORD LIST

CREATE NEW OFFICE RECORD LIST

" Denotes required fislds.

Unit Name: 0017 AR 52 03 TRP C
Office Symbal:" | Classic ASP =l
ORL Year." [ooe |
ORL Mame:” l—

| Create From Template I Return to RM-ASSIST I

SELECT FROM THE LIST OF ORL TEMPLATES IN ARIMS. =

810 Record(s) found. First Page | Previous Page | Nexdt Page | Last Page | Page:l" of33 'I
Prescribing Directives Count of Instructions

1 2

1-1 58

1-1-23 2

1-100 3

1-20 13

[ 1-201 8
[ 121 4
r 1211 3
O 1-23 a

123 3 =l
=] l_ l_ l_ @ Internet y

Figure 44. RM-Assist - Create ORL from Template Library - Select Prescribing
Directive(s)

5. To access the publication of a particular Prescribing Directive, click on the
individual Prescribing Directive link. This will take you to the U.S. Army
Publishing Directorate website. These publications, as seen in Figure 45, may be
viewed or downloaded in the electronic formats provided.
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Series Collection Search Results (Publications)

The Documents Available Under the Series 1
23 Records found.

PUB NO. ISSUE DATE TITLE XML | BOO | PDF
AR 1-1 1/30/1994 PLANMING, PROGRAMMING, BUDGETING, AND EXECUTION SYSTEM  [2ML  |[BQO |PDE
AR 1-3 4/15/1980 HOURS OF WORK, TOURS OF DUTY, AND WEEKEND AND HOLIDAY  [sML  |[BQO |PDE

STAFFING
AR 19 1/12/1999 WHITE HOUSE LIAISON, COMMUNICATIONS, AND INSPECTIONS ML |BOO  [PDF
AR 113 3/15/1985 RELEASE OF PERSOMMEL AWl |BOO |PDE
AR 1-15 9/20/2004 CIvILIAN AIDES TO THE SECRETARY OF THE ARMY FiL PDE
AR 1-20 1/20/2004 LEGISLATIVE LIAIZOMN FIiL POFE
AR 1-21 1/18/1971 ADMINISTRATIVE SPACE MANAGEMENT AL |BOO  [PDE
AR 1-33 1/15/1931 MEMORIAL PROGRAMS AL [BOO |PDE
AR 1-39 6/11/1985 DEFENSE SUPPLY SERVICE-WASHINGTON Al JBOO |PDE
AR 1-TE 3/27/2000 ADMINISTRATIVE AND LOGISTICAL SUPPORT OF OWERSEAS AWl [BEOO |EDE
SECURITY ASSISTANCE ORGAMIZATIONS (SADs)
AR 1-100 114151933 |GIFTS AND DOMATIONS AWl |BOO |PDE
AR 1-101 5/1/19581 GIFTS FOR DISTRIEUTION TO INDIVIDUALS AL JBOO  |PDE
AR 1-201 11242004 ARMY INSPECTION POLICY AL POF
AR 1-202 5/26/2000 ARNMY CONGRESSIONAL FELLOWYSHIF PROGRAM Al JBOO |PDE
AR 1-211 121141983 ATTENDAMCE OF MILITARY AND CMWILIAN PERSONNEL AT PRIWATE  [#ML  |[EQO  [EDE
ORGANIZATION MEETINGS
HQDA LTR 1-01- |6/27/2001 FORCE HEALTH PROTECTION (FHP): OCCUPATIONAL AND POFE
1 ENVIRONMENTAL HEALTH (OEHITHREATS
HGQDA LTR 1-03- |7/28/2003 FORCE HEALTH PROTECTION (FHP): OCCUPATIONAL AND POF
1 ENVIRONMENTAL HEALTH [OEH) THREATS
DA MEMO 1-1 114511991 BRIEFING THE SECRETARY OF THE ARMY, UNDER SECRETARY OF POFE
THE ARMY, CHIEF OF STAFF, AMD DIRECTOR OF THE ARMY STAFF
DA MEMO 1-11 14/15/1925 HGDA STAFF OFFICER TRAINING PROGRAM POF
DA MEMO 1-15 14/15/1935 ANNUAL HOLIDAY AMD COMMEMORATIVE EVENTS GREETINGS PDE

Figure 45. RM-Assist - Create ORL from Template Library - Link to USAPD
Prescribing Directives

6. After selecting all desired templates, click on “Create from Template” (Figure
46). This automatically populates the ORL with all record instructions from the
selected templates.
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A ORLIntro - Microsoft Internet Explorer

Fle Edit \iew Favorites Tools Help

GBack + = - £ 2 | ‘QSearch [GElFavorites EhMedia ¢8| By & =1 - [qu] o}
Address |@

j an |Links »

JSearch - |

I Google | 'l @WeatherB ug 44°

RM-ASSIST SUB-MODULE - CREATE NEW OFFICE RECORD LIST

CREATE NEW OFFICE RECORD LIST

" Denotes required fields.
Unit Mame: 0017 AR SQO3TRRP &
Office Symbol; " |Classic ASP j
ORL Year." [2008
ORL Mame:" IQDDS-Huusekeeping
[ createFrom Template | Return to RM-ASSIST

SELECT FROM THE LIST OF ORL TEMPLATES IN ARIMS.

210 Record(s) found. First Padge | Previous Paoe | Mext Page | Last Page | Pagme:l'I of 33 'I

- Prescribing Directives Count of Instructions
O 1 2
13 1

2]

=
[ [ [ [@nteret y

Figure 46. RM-Assist - Create ORL from Template Library Finish

7. Toadd or delete instructions from the ORL, you will use the Update ORL option.
See Section Updating the ORL.

On-line step-by-step instructions are available to assist you in creating an ORL using the
Template Library by clicking on the” Click Here for Orl Template Instructions” link button.
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File

@ Back - \_J] @ @ \_h p Search ‘E:"\'Y‘ Faworites e Media @ }2 - ..; J @
Address |@ V| a0 Links **
Search Web | - - MEW Toolbar Update

Edit  Wiew Faworites  Tools  Help

- | (=i~ Messenger [~ Bookmarks 3

RM-ASSIST SUB-MODULE - CREATE HEW OFFICE RECORDS LIST

CREATE NEW OFFICE RECORDS LIST

¥ Denates required fields,

Unit Mame: RMDA, Click Here for Orl Template Instructions
Office Symbol. ™ | sasU v/
ORL ‘Year:" |2005 |
ORL Mame: ™ | |
[ CrestsFrom Template || Returnto RM-ASSIST |

SELECT FROM THE LIST OF ORL TEMPLATES IN ARIMS.

545 ttemi=) found. | | Mext Page | Last Page | Page:| 1 0f 22 %

L] 1 1
I -1 43
O 1-1-23 2
O 1-100 2
L] 1-20 12
O 1-201 7
] 1-21 A
I 1211 2
L] 1-33 4
O 1a L
o
< | @
I@ B Internet

Figure 47. RM-Assist - Create New ORL from Template Library
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The newly created ORL is automatically saved as a draft, allowing instructions to be

Note: You can only create one ORL per office symbol in a given year. ORLs are
active for one year and need to be re-approved each year. This is by design to
compute the records’ retention period and calculating record milestones
(destruction, transfer, retire to NARA, etc.) during its lifecycle.

After the one-year period, you will be notified that your ORL has expired. You will
have the ability to “re-new” your expired ORL and add or delete instructions to this
version ORL. Once you save or submit your ORL, it is available for use within the

unit or organization.

added or deleted freely. Once an ORL is populated with selected instructions, either
during the same session or at a later time, it is sent for approval by selecting the name
of the ORL and then clicking on the “Submit for Approval” button as seen in Figure
48. RM-Assist - Draft Status- until “Submit for Approval” button selected below.
An alert will be sent to your servicing records management officer that a proposed
ORL is pending his/her review and approval and the status column will change from
reading “Draft” to “Proposed” until such time as it is approved.

The ORL sub-module allows authorized users to CREATE ORLs for their units. One ORL may be created per yesr for each office symbol
yyithin s unit. The ORL provides ARIMS key information about both the unit and the records the unit submits, such as when the records
are created (bazed on year of the ORL), how long they are to be maintained | and when they are eligible to be destroved or retired to the
Mational Archives (based on the retention and disposition instructions as listed inthe RRE-47.

All newly created ORLE, or changes to an exizting ORL, must be approved by the unit's servicing Records Manger before it can be used.
Once the unit has an approved OFL & set of barcode labels can be generated for hardcopy records. These barcode lshels are to be
placed on recard folders and boxes for transfer or for collection by records management officials.

MACOM | HaDa |
UHIT | RMD&, - (WEED3E) x|
OFFICE SYMBOL | &HRC-POD-RA =]

(13)To Create a newy ORL 7 Sefect the Cregte bulton and enter an OFRL name, or dse the Create ORL from the Termplate Libvary optioh.
(2) For &l other functions 7 First click on the ORL Name to select | then click any of the other avaliiable battons

Hame Year Approved

RO ATH 2005 2005 Approved

TEST2 2007 Draft

RO ATH 2003 2003 Approved

EMDA ATE 2004 2004 Approved

TEST 55 2008 Draft  Submit for Approval |

‘ Creste | Updste | Rename |Copv | Viewl Print ListLabels | ‘

* Please use the COPY button to save an existing as a new one.

Home | | Search BRS-A | Links | Becords Management and Declassification &Agency |
The Adiutart General | LS. Army Human Resources Command | Army Home Padge
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Figure 48. RM-Assist - Draft Status- until “Submit for Approval” button selected

5.2.3 Viewing Your ORL

Other functions are available to you once you have created your ORL. To activate these
functions, you must first click on the ORL name to select it. When an ORL has been
selected, two brackets “>>" will display next to the name.

After selecting an ORL, you may view, update or print it.

To view an ORL:

Click on the name of the ORL you wish to view as seen in Figure 49. RM-Assist - Viewing
Your ORL - Select ORL

1. . The selected ORL will be highlighted and two brackets “>>" will display at the
end of the name.

MACOM |FoRSCOM |
UNIT |0017 AR SQ N3 TRP C =l
OFFICE SYMBOL | Classic ASP =

(1) To Create an ORL ? Select the Create ORL bulton and enter name
(2 To Updateiview an ORL 7 Selfect the ORL Name

[WIEW ACTIVE ORLs]
Name Year Approved Active
2101 - ORL Test JB == 2101 Diraft Yes

Figure 49. RM-Assist - Viewing Your ORL - Select ORL

2. Click the “View” button at the bottom of the page.
3. Your ORL will display as seen Figure 50 below.
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File Edit View Favorites Tools Help

eBack @ \_)J @ @ \_h pSearch “f;n‘\'{‘ Favorites eMedia @ Dj,;gv :_\; J @ '@J ﬁ @ ”
Address |@ v| Go Links >
- | (€1~ Messenger [~ Baokmarks @My Yahoo! ~ >

[Search Web |v]v MEW Toolbar Update

ARECORDS]JIN

RA-AZEIET

Print Sumimary Prirt Cretail wpart S Return to R
2 Record Instruction(s) found. Page 1 of 1
Il REC. CATEGORY REC. TITLE -  PERM EVENT PRIV.ACT NO. REC.NUM. STAT
ADMIMISTRATION Annual funding program files T Yes  Yes M 1-1c P
HOUSEWEEPIMG FILES  Office Records List K Mo Yes M 1a P
2 Record Instruction(s) found, Page 1 of 1

STATUS: P = Proposed & = Approved

Home | | Search RRS-& | Links | Becords Management and Declassification Agency |
The Adiutart General | LS. &Army Human Resources Command | Army Home Page

Online Help Desk | Privacy & Security Motice | About ARIMS | Dol Wish Palicy

@ # Internet

Figure 50. RM-Assist — View ORL

The ORL list displays record instructions that currently exist in your ORL, and includes
relevant details on each instruction. The “STAT” column in Figure 50 displays the Status
of the instruction. In Figure 50, the “P”” means the instruction in the ORL is in a
proposed status. An “A” in this column means that the record instruction has been
approved by the records manager.

You can delete record instructions in a “Proposed” status if they are not needed in the
ORL. Approved instructions cannot be deleted from an ORL. To remove an Approved
instruction, you must send in an ARIMS Online Help Desk request asking that the
instruction be removed.

To display more details about a particular record instruction, click on the blue hyperlink
of the record category title. The display is the same record instruction detail page
described in the RRS-A. From this detail view, you may return to your ORL list or you
can scroll through the selected ORL instructions by using the “Next” and “Previous”
links at the top right and bottom right of the page. If you click on the “New Search,” you
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are taken to the main RRS-A search page. From there you can search the RRS-A to
locate a new record instruction to add to your ORL.

You may also print the detail of the record instruction by clicking the blue “Print” link at
the top of the page.

5.2.4 Updating the ORL

Use the Update ORL function to add records to a new ORL (created from “scratch” or by
using the Template Library), or to modify an existing ORL.

The process used to Update an ORL is similar to shopping on the Internet. Record
instructions are selected from the RRS-A and are temporarily placed in a “shopping cart.”
When finished selecting, the shopping cart is reviewed to make sure all the record
instructions wanted are listed. When everything is correct, you “checkout” the cart, and
then “add” the instructions to the ORL.

To update an ORL.:
1. Click the name of the ORL you wish to Update as seen in Figure 51. The selected
ORL will be highlighted and two brackets “>>" are displayed at the end of the
name.
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The ORL sub-module allows authorized users to CREATE ORLs for their unitz. One ORL may be crested per yvear for each office symbol
within & unit. The ORL provides ARIMS key information akout both the unit and the records the unit submits, such as when the records
are created (bazed on year of the ORL), howy long they are to be maintained | and when they are eligible to be destroyed or retired to the
Mational Archives (based on the retention and disposition instructions a= listed inthe RRS-4).

All nenvely created ORLs, or changes to an existing ORL, must be approved by the unit's servicing Records Manger befare it can be uzed.
Once the unit has an approved OFL, & set of barcode labels can ke generated for hardoopy records. These barcode labels are to be
placed on recard folders and boxes for transfer or far collection by records management officials.

MACOM |HaDa, |
UHIT | RMD.A - (WEEDE) =]
OFFICE SYMBOL | AHRCPOD-RA, =]

(11To Create a new OFL 7 Select the Cregle bulton and enter an ORL name, or Use the Creglte ORL fram the Template Library option.
(2) For all ather functions ¥ First ciick on the ORL Name to select i, then click anmy of the other avaiizble bultons

Hame Year Approved

EnMDA ATH 2005 2005 Approved

TESTZ 2007 Draft

EMDA ATE 2003 2003 Approved

EhiDa ATH 2004 2004 Approved

TEST oo 2008 Draft  Submit for Approval |

Create | Update | Rename |C0p\,f | Viewl Print ListALabels |

* Please use the COPY button to save an existing as a new one.

Home | | Search RRS-A | Links | Becords Management and Declassification Agency |
The Adjutant General | LS. Army Human Resources Command | Army Home Page

Figure 51. RM-Assist — Update ORL - Select ORL

2. Click on the “Update” button.
3. The next screen takes you to a view of the instructions that are currently listed on
your ORL, shown in Figure 52.
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2 Record Instruction(s) found. Page 1 of 1
Il REC. CATEGORY REC. TITLE ;. REC. NUM. STAT
|:| ADMIMISTRATION Annual funding program files T Yes  Yes A 1-1c P
|:| HOUSEKEEPIMG FILES  Office Records List K Mo Yes A 1a P
2 Record Instruction(s) found, Page 1 of 1

STATUS: P = Proposed & = Approved

Home | | Search RRES-4A | Links | Records Management and Declassification Adgency |
The Adjutart General | LS. Army Human Resources Command | Army Home Page

Onling Help Desk | Privacy & Security Motice | About ARIMS | Dol ek Policy

|

@ £ Internet

Figure 52. RM-Assist — Update ORL - Update ORL

4. Click on the red “Add Instructions to ORL” button (near the top of the page) to
begin adding instructions to your ORL using a “shopping cart” approach, similar
to shopping on the Internet.

5. The next screen, as seen in Figure 53, takes you to the RRS-A search page to
begin searching for record instructions. You have the same options and
functionality as in the RRS-A module for finding instructions you wish to add to
your ORL.
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rch - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

GBack ~ = - ) it | Dhsearch [EFavorites  EiMadia ®| By S - [ay) [ el
Address |@ j G0 |Links »
@SEarBh - I l Google |*| @\-\-"eatherBug 43

INEOR

RM-ASEIST

RECORD'S RETENTION SCHEDULE UPDATE ORL - ARMY (SEARCH) FOR

CORL Name: Sample ORL
Update ORL Date Created: 9:9:2004
Records Retention Schedule - Army (RRS-4) allows all users to search the Army Records Related Links
Retention Schedules and is a component of the Army Records Infarmation Management

A ; ) Il - ining
Systern (ARIMS). The Records Retention Sehedules reflect all National Archives and Records o | oA Trainin
Administration approved retention and disposition information far Army records. RRE-A Advanced Search

ERE-AView Updates
Disposition Codes
Hints for searching by

» Search by Keyword Keyword
I = Search by
Keyword is not
OR YW

case sensitive;
however, it will not

+ Search By Army Regulation or other perfarm stemming

prescribing directive. Enter numbers functions,
only, do not enter AR, PAM, etc. Boolean, or "fuzzy" |
I searching ij.e.,

entry must he

exactwording).
» Select Type of Record » The keyward being

© EVENT © MOMN EVENT & ALL searched may
€ PERMAMENT € NON PERMANENT % ALL appearanyiiere

inthe search
" TRANSFER ¢ KEEF  ALL results, notjustin

the "hit" list, and
FBrowse by Record Category Order by will not be
. A highlighted
|F'Iease Select a record category j & Number 7 Description e Enter one keyword
instead of a
phrase, then use
Submit Search ResetFarm | the Search within

Fesults option to
reduce the number =l
4

&1 Dore |_|_|_|O Internet
Figure 53. RM-Assist — Update ORL - Search

6. Locate and click on the desired record instructions and then click the red “Add to
ORL Cart” button to temporarily save the instructions into your shopping cart (as
depicted in Figure 54 below). This temporary save is very effective for moving a
large number of instructions from the RRS-A to your ORL.
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Search -

ORL NAME:SAMPLE ORL

RRS-A SEARCH FOR ORL ORIGINATED BY: MARJORIE_ ASL!NCICIIN

ON 992004
USE THE CHECK BOX TO SELECT ANY RECORD

Saarch within Results Add to ORL Cart Checkaut Ca Zeturn ? 3 ! IRL Data

1-25 OF 54 MATCHES PAGE 1 OF3 NEW SEARCH  PAGE: I m NEXT ==

REC CATEGORY REC. TITLE -mw . ACT NO.

r HOUSEREEPIMG Office classified document redister or
FILES controls - General
Civilian personnel time and attendance
- ELLEE sl files - Korean Mational Direct Hire T 4 Ma Ma TT3350FAS 1x4
FILES :
Employees Time Shest
Office supemwisary or manader emplayee b
records - Employees separated to enter OFM GOWT-1
military service who have restoration i LT s OPM GOWT-2 i
rights.
HOUSEKEEPING Office supervisory or manager employee CPM GOWT-1
I FILES records - Emplovee is separated k LN [Fe= OPM GOWT-2 gz
HOUSEKEEPING Office classified document receipts - i
I FilEs General T 2 Moo Moo HA i
HOUSEKEEPING Cffice classified document receipts - ;
I FILES MATO T 10 Mo [ [x] [y 1iz
HOUSEKEERING
W :EE'E?EKEEP'N Office termporary dutytravel T 535 Mo Mo  T7333DFAS 1hh
HOUSEREEPIMNG Office classified document register or ;
™ Fies controls - NATO T (L 12
HOUSEKEEPRING Office supervisary of manager employee QP WIGOYT-1,
= EllSES records - Employee transferred It i i QP WGOYT-2 e
HOUSEREEPING Office classified document register or :
L] FILES caontrols - General i . Bl L bl i
- EEEeERERRNE  estFile K B5 Mo Mo Ma ppRaRE
Unil IoCi"CEDl b ;I
2 [ [ [ @ mnemnet 4

Figure 54. RM-Assist — Update ORL — ORL Cart

7. As shown in Figure 55, the backgrounds for instructions added to the ORL Cart
change to green. If you happened to select an instruction already existing in your
ORL, the background will be blue to alert you that the instruction does not need to
be re-selected.

KeyLogic Systems, Inc. 70 July 2005



ARIMS Version 2.0
ARIMS User’s Guide

File Edit Wiew Favorites Tools Help i
GBack ~ = - ) it | Dhsearch [EFavorites  EiMadia ®| By S - [ay) [ el
Adoress @] o _ ] ] | @ao |Links B

l Google |*| @ ‘wieatherBug 43°

Search -

OFRL NAME:SAMPLE ORL

ORIGINATED BY: MARJORIE ASUNCION

RRS-A SEARCH FOR ORL o000t
USE THE CHECK BOX TO SELECT ANY RECORD

Search within Results Add to ORL Ca Checkout Cart eturn to R S Wiew ORL Data

1-25 OF 54 MATCHES PAGE 1 OF3 NEW SEARCH  PAGE: I E MNEXT ==

RE(Z CATEGORY REC. TITLE -mw . ACT NO.

r HOUSEKEEPRIMNG Cffice classified document register or
FILES contrals - General
HOUSEKEEPING Civilian personnel time and attendance

| e files - Korean Mational Direct Hire T 3 Mo Mo T73350FAS 1xd
FILES )

Employees Time Sheet
Office supervisory ar manager employes oo
HOUSEKEEPIMG records - Employees separated to enter Ma Ies OPM GOWT-1 i
FILES military service wha have restoration OPM GOWVT-2
rights.
HOUSEREEPIMG Office supervisory or manager employes T Mo e QP GOWT-1 1333
FILES records - Employee is separated OPM GOWT-2
HOUSEKEEPIMG Office classified document receipts - .

™ FiEs General T 2 Moo Moo hA it
HOUSEKEEPRIMNG Office classified document receipts - ;

[ FILES NATO T 10 Mo Mo A 1i2
Efllfﬂ Office ternporary dutytravel T 525 Mo Mo TPI33DFAS  1hh
HOUSEREEPIMG Office classified dacument register ar ;

T FiEs cantrals - NATO T 10 Moo Moo MA 12
HOUSEREEPIMG Office supervisory ar manager employes T M Mo OPMIGONT-1, .

FILES records - Employee transferred OPMIGONT-2
HOUSEREEPIMG Office classified dacument register ar ;

r EILES controls - General T 2 g M PR Rl

r 7E|ELEJSSEKEEP'NG TestFile K B5 Mo MNo  MA& ?58822'
m‘l:l/l:l:ljlh.lﬁ ;I

&1 Dore |_|_|_|O Internet v

Figure 55. RM-Assist — ORL Cart — Selected Instructions

8. If none of the results of your search match your needs, simply click the “New
Search” link to return to the RRS-A search page.

9. If you wish to check your existing ORL during the update session, click on the red
“View ORL Data” button. This will launch a new window displaying a copy of
your ORL (less the instructions contained in your shopping cart).

10. When you have finished adding record instructions to your ORL Cart, click on the
red “Checkout Cart” button.

11. The ORL Checkout Cart screen shows all the instructions you temporarily saved
to your ORL Cart, as shown in Figure 56. You now have an opportunity to
modify the list before committing it to your ORL.
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12. To add more instructions to the ORL Cart, click on the “Back to Search List.”

13. To delete instructions from the ORL Cart, click on the checkbox(es) next to the
appropriate instructions and then click on the red “Delete from ORL Cart” button.

14. To commit the record instructions from the ORL Cart to your ORL, click on the
checkbox(es) next to the appropriate instructions and then click on the “Add to
ORL” button.

15. To select all record instructions in the ORL Cart, click on the checkbox titled
REC. CATEGORY, in green.

Fle Edit Wew Favorites Tools Help i
SBack - = - @ it | Qisearch GaFavortes veda B | By S = - [y [ e}
Address IE d G0 |Links E

@SEarl}h - I l Googls |'| @WeatherBug 497

" (RM-ASSIS
AGEMENTISYS]

STE|
ORL NAME:SAMPLE ORL
ORIGINATED BY: MARJORIE ASUNCION
ON 9/9/2004
USE THE CHECK BOX TO SELECT ANY RECORD
ORL List B: List
Return to RM
4 RECORD{S) FOUND PAGE 1 OF 1 MEW SEARCH
REC. PRES
| REC. TITLE THK  PERMDISP. AUTH PRIV. ACT NO. NUM. DIR.
Office sUpervisary ar manager
HOUSEKEEPING employee records - Employees A OPM GOWT-1
" ELEs separated to enter military service who Mo BRST1.1EM23 ooy goyrz 18]
have restoration rights.
Office supervisory or manager .
:EE?EK& employee recards - Employee is T Mo GRS 1,item 23 ggm ggﬂ; 1aa3
- separated
CUESEKEERNE  office ternporary duty travel T Mo GRSGitemia T7333DFAS  1hh
Office sUpervisory or manager
HOUSEKEEPING ) OPMIGOWT-1,
| FILES employee recards - Employee T Mo GRS, itern 23 OPMIGOYT. 2 1aa2
- transferred
SORTDESC. TOF
=l
&) Done [ [ [®ntemet %

Figure 56. RM-Assist — ORL Cart — Checkout
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16. After clicking the “Add to ORL” button, the following screen will appear.

HOME || RRS-A RM-A35I15T RIPS || MASTER INDEX || SYSADMIN || HELP [ DOWMLOADS || LOGOUT

THANK YOU FOR YOUR SUBMISSION, PLEASE CLICK ONE OF THE LINKS BELOW

REETURMTO RM-ASSIST | BETURMTO SEARCH | WIEW AND APPROYVE ORL

Figure 57. RM-Assist — ORL Submission Confirmation

NOTE: Records Managers and Records Administrators can click on the “View
and Approve ORL” hyperlink to approve the records instructions on the ORL.
Approving ORLs are described in Section 5.1.5.1 “Approving Record Instructions
for ORL.” This hyperlink is not available to Action Officers or Records
Coordinators.

17. After the record instructions have been committed to the ORL, you may view the
newly Updated ORL by clicking on the “View ORL List.” In Figure 58, notice
the STAT column shows that the newly added instructions in the ORL have a “P”
or proposed status.
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OFFICE RECORD LIST (ORL) SUB-MODULE

VIEW ORL - Sample ORL

Print ORL Summanry Print QRL Detail Return to Rh-
6 Recordis) found. Page 10f 1

REC. CATEGORY REC. TITLE = PERMDISP. AUTH PRIV. ACT NO.

SR A0015- 15-

COMMISSIONS, AND Army Discharge Review Board files K Mo M1-AU-00-42 1 B0SFMR 1a0a 18-180 F

COMMITTEES

BOARDS - .

COMMISSIONS, AND T?l::'sl works planning and development,, - g NA 19:2 16-2-9 P

COMMITTEES
Office supervisory or manager

HOUSEKEEFING  employee records - Emplovees A OPM GOVT-1

FILES separated to enter military service No  GRS1.Mem23 ppyeoyrz 1991 F
who have restoration rights.
Office supervisary or manager

HOUSEREEFRIMNG ) ) OPM GOVT-1

FILES employee records - Employee is T Mo GRS, itern 23 OPM GOVT-2 1aa3 @

- separated

EERSEERENE  ofice temporary duty ravel T Mo GRSE femia T7333DFAS  1hh P
Office supervisory ar manager

HOUSEREEFING ) OPMIGOWT-1,

FILES {er;nnp;?eyrer:drecnrds - Employee T Mo  GRS1, item 23 OPMIGOVT-2 1aa2 P

Home | ARIME Training | Hot Topics | What's Mew | Search RRS-A | Links
Eecords Management and Declassification Agency | The Adjutant General | WS, Army Hurman =
Eesources Command | Army Home Page

Cienlivie Lladen Pume e | D e 0T avibe bledien | Skeo ok ADHRAS | P F ide b Dedic

&1 Dore |_|_|_|O Internet
Figure 58. RM-Assist — View ORL List

a

5.2.4.1 Approving Record Instructions for ORL

These instructions are for use by Records Managers and Records Administrators
only.

To approve instructions for an ORL, check the appropriate instructions in the checkbox
and click the red “Approve ORL” button. Figure 59 shows an example of an approved
ORL. Notice that the checkboxes no longer display after a record instruction has been
approved and the STAT column now shows all of the instructions as having an “A”
(Approved) status.
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Reminder: The ability to approve ORLs for an organization is reserved for records
managers and records administrators. Action officers can only create new ORLS or
propose changes to existing ORLs. Approved ORLs are required to print barcode
labels.

A Dffice Record List - Microsoft Internet Explorer (=] |
File Edit %ew Favorites Tools Help i
SBack + = - (D & | Bsearch GFavorites @imedia 4 | B S = - Q) ot
Address IE j G0 |Links il

Q:E;Searcll - I l Google |'| @WeatherBug 577

OFFICE RECORD LIST (ORL) SUB-MODULE

UPDATE ORL - Test ORL's

Add Instructi Delete from ORL View proposed ORL List
Print ORL Summary Print ORL Detail 5
9 Record{s) found. Page 10f 1

REC. CATEGORY REC. TITLE = PERMDISP. AUTH PRIV. ACT NO.

ADMIMISTRATION  Army gift offers - Refused offers K Mo N1-AU-00-41  ADB70-50AMH :IIDD 3 1-100 A

ADMINISTRATION  Memanalization board files - Office of Mo NCI-AU-80-9 NA& 1-33a11-33 A
the AG, records pertaining to plagues
Mematialization hoard files - Office of

ADMIMISTRATION  the AG, otherthan records pertaining T Yes  MCT-AU-80-9  MNA 1-33321-33 A |
to plagues
Frogram and budget guidance -

ADMIMISTRATION — Cffices of the DA Staff responsible far T Yes  MNCT-AU-TE-1 MA 1-1b1 141 A
preparation, approval, and issue

ARMY INFORMATION " 21UrE story reviews - Office fiaving o o y.qpa200 A 30 ap05 s
Army-wide responsibility acl
Command reports - Office with Army-

MILITARY wide staff responsibility and units in a AR

OFERATIOMS combat environment or designated as s (el [ 25225 A
combat support elements

OFFICE Privacy Act reports - Other than annual R 340- 3

MANAGEMENT renorts T Mo MCT-64-TE-3 MNA 102 340-21 A

rrrrrr Privacy cases - Offices of appellate Enm =l

|&) Done [ [ [ [®miemet 4

Figure 59. RM-Assist — Approve ORL

If you wish to approve the entire ORL at once, click on the “REC. CATEGORY” box in
green (to select all record instruction) prior to clicking on the red “Approve ORL” button.

5.2.4.2 Deleting Proposed RRS-A Instructions from ORL

Figure 60 illustrates an example of an ORL with both proposed and approved
instructions. Proposed record instructions can be deleted by anyone who has access to
the ORL.
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NOTE: Remember that others share the same ORL! Be careful when deleting a
Proposed record instruction, it may have been added by someone in your unit who creates
that type of record.

A Dffice Record List - Microsoft Internet Explorer =1oix|
File Edit Yiew Favorites Tools Help i
$Bak - = - (D @ | @isearch [GelFavorites hMedia (4 | BN S A - [qu) [ o}
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OFFICE RECORD LIST (ORL) SUB-MODULE

UPDATE ORL - Test ORL's

Delete from ORL
Print ORL Detail

Add Instructions to OR proposed ORL List

Print ORL Sumimary
10 Record(s) found.

|mi REC. CATEGORY REC. TITLE g PRIV. ACT NO. %

ADMIMISTRATION  Army gift offers - Refused offers .8 Mo M1-AU-00-41  ADBTO-5DAMH 1-0032

1-100 A

ADMINISTRATION ~ Memonalization board les- OMee of 0 yeq aiia0g N 1-33a11-33 A
S BRI the AG, records pertaining to plagues

Memaorialization board files - Office of

ADMINISTRATION  the AG, other than records peraining T Yes MCT1-AU-80-9  NA 1-33a21-33 A
to plagues
Program and hudget guidance -

ADMIMISTRATION  Offices of the DA Staff responsible for T Yes NC1-AU-TB-1  NA 1-1h1 1-1 A

preparation, approval, and issue

ARMY INFORMATIQN' B41Ure SOy reviews - OMfice having (o iy 1e-204 N B0 3605
Arrmy-wide respaonsibility Acd
HOUSEKEEPIMNG  Office classified document register or ; :
r FILES controls - General T Mo @RS 18 =m0 bR n F
Caommand reponts - Office with Army-
MILITARY wide staff responsibility and units ina alLa.
DPERATIONS cambat enviranment or designated Tes NCT-AU-ELAT hA §6a1 828 A
as combat support elements
OFFICE Privacy Act reports - Other than annual.- Wi e e e e 340-  ninaa =l
&) Done [ [®mtemet 4

Figure 60. RM-Assist — Delete Proposed Instruction from ORL

To delete proposed instructions from the ORL:
1. Check the appropriate checkbox(es) next to the proposed instruction(s).
2. Click the “Delete from ORL” button to permanently delete the instruction from
the ORL.

5.2.5 Printing Your ORL

Figure 61 shows an example of an ORL in a “printer-friendly” format. Each instruction
is explained in detail with the key information about the ORL originator, unit, ORL
name, date created, etc. Once you have developed your ORL and it has been approved
for use within your organization, you can print out your ORL for quick reference.
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ARI MS print friendly FRINT PAGE | CLOSE PAGE

MACOM: ORL NAME: Test ORL s
RHA: Dugpaeay (AMC) DATE CREATED: 123112003
UNIT: USAHLTH CLM DUGWAY PG CREATED BY: John Batzer

OFFICE SYMBOL: SYSADMIMN

Record Category: ADMIMISTRATION

These recards concern administrative functions, such as contral of office space,
yisits, attendance at meetings and conferences, gits and donations,
memorialization proceedings, and other support functions not specifically
provided for in other series.

Category Description:

Record Title: Army gift offers - Refused offers

Information relating to the offer of gits and donations by private citizens and
organizations to the Deparment of the Army. These records accumulate at
HaDA anly. Included are offers, evaluation of offers and coordinating
infarmation, letters of acceptance or refusal, and related information.

Record Description:

KB, Keepin CFA until na longer needed for conducting husiness, but not langer

DISPosmon: than B years, then destray.

Event Description:

Privacy Act Mumber: AD270-5DAMH Record Classification: K
Disposition Authority: M1-AU-00-41 Status: Proposed

Record Number: 1-10032 Duration: 0

Prescribing Directives: 1-100 Event Driven: No
Permanent Record: Mo Year Type: Calendar Year
Record Category: ADMIMISTRATION

These records concern administrative functions, such as control of office space,

... wisits, attendance at meetings and conferences, gifts and donations,
Categow Descrlpﬂon' rraranrializatinn nraroadinne and athar cnnnad funectinne ot cnacificalle

|&1 Done [ [ [@ mternet
Figure 61. RM-Assist — Printing ORL Example

N N

To print an ORL.:
1. Click the name of the ORL you wish to print. The selected ORL will be
highlighted and the brackets “>>" are displayed at the end of the name.
2. Click the “Print ORL/Labels” button.
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3. Click on either the “Print ORL Summary” or “Print ORL Detail” button to
generate a printer-friendly ORL as seen in Figure 62.

ro: Ir

File Edit Wiew Favorites Tools Help
GBack + = - (D | @search GaFavortes @Media ¢8| By S =1 - qy) A
Address |@ j &Go |Links 2

@s:aarcll - I I Google |'| @W’eatherBug 43

OFFICE RECORD LIST {ORL) SUB-MODULE

PRINT ORL - Sample ORL

Frint ORL Detail Frint Labels Return to
6 Record(s) found. Page 10of 1
REC. CATEGORY REC. TITLE =~ PERMDISP. AUTH PRIV. ACT NO.
BOARDS, D015 15
COMMISSIONS, AMD Army Discharge Review Board files K Ma  MN1-AU-00-42 180SFMR 1803 18-180 F
COMMITTEES
BOARDS iy : L
COMMISSIONS, AND 32’2 potelelann ulndliErE et Mo TED MA ;: T 4s2a P
COMMITTEES
Office supervisory or manager
HOUSEKEEPIMG employee recards - Employees . QOPM GOYT-1
FILES separated o enter military service L T P
who have restoration rights.
Office supervisory or manager
HOUSEKEEPIMNG . . OPM GOVT-1
FILES employee recards - Employee is T Mo GRS 1, item 23 OPM GOVT-2 1aal F
— separated
BRESSKEERE  ofice temporary duty travel T No GRS itemia T7333DFAS  1hh P
Office supervisary or manager
HOUSEKEEPIMNG . OPMIGOVT-1, |
FILES ;ar;nnp;foeyr?eedrecords - Employee T Mo GRS 1, item 23 OPMIGOYT-2 1aa2 F

e

= |_|_|_|C Internet
Figure 62. RM-Assist — Print ORL

Figure 63 shows the results of clicking the “Print ORL Summary” button.

a
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ARI MS print friendly PRINT PAGE | CLOSE PAGE

MACOM: ORL NAME: Sample ORL
RHA: RMDA (HQDA) DATE CREATED: 9rar2004

UNIT: 0112 FABM 03 8YC BTY 155 5P CREATED BY: Marjorie Asuncion
OFFICE SYMBOL: prograrmming

REC. CATEGORY [REC. TITLE DISP. AUTH [FTV- ACT RHES

o DIR.
BOARDS,
COMMISSIONS, . . L g QDTS ) )
AMND Arrny Discharge Review Board files K Mo M1-AL-00-42 1E0SFMR 156-180a 15180 P
COMMITTEES
BOARDS,
gﬁgﬂmmmom, Civil works planning and developmentfiles U No  TBD NA, 16-2.03 1529 P
COMMITTEES

Office superdsory of manager employves

HOUSEKEEFING GRS 1, itern OPM GOVT-1

FILES re_c_ords - Employees separated tq ent_er T Mo 23 OPM GOVT-2 1aal F
militany service who have restaration rights.
HOUSEKEEPING Office supenisory or manager employee T Mo GRS 1, item  OPM GOWT-1 1383 P
FILES recards - Employee is separated 23 OFM GOVT-2
HOUSEKEEPING 4506 temporary duty travel T o CPSEIEM rsaipEas qnn P
FILES 1a |
HOUSEKEEPING Office supenisory or manager employee T Mo GRS 1, item ?PMIGOW' 1332 P
FILES records - Employee transferred 23 OIPMIGOV'I'-Q
=l
& [ [ |®mntemet Vi

Figure 63. RM-Assist — Print ORL Summary
Figure 64 shows the results of clicking the “Print ORL Detail” button.
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PRINT PAGE | CLOSE PAGE

MACOM: ORL NAME: Sample ORL
RHA: RMDA (HQDA) DATE CREATED: ararz0on4
UNIT: 0112 FABN 03 3YC BTY 155 5P CREATED BY: Marjorie Asuncion

OFFICE SYMBOL: programming

Record Category:
Category Description:

Record Title:

Record Description:

Disposition:

Event Description:

Record Number: 15-180a

BOARDS, COMMISSIONS, AND COMMITTEES

These records concern estahlishment, mission, membership, and functions of
hoards, commissions, and committees, hath internal and external to the
Department of the Army, on which the Army provides representation.

Army Discharge Review Board files

Documents relating to the review of discharge or dismissal of former membhbers
of the Army to determine ifthe discharge or dismissalwas equitably and
propetly given. Included are case files consisting of briefs of the Military
Fersonnel Records Jacket files, transcript ofthe hearing, if any, transcripts of
testimony, affidavits, copies of presiding officers notes, the rationale of the
hoard, briefs or arguments submitted by the counsels or attorneys, a copy ofthe
Secretary of the Army directive, correspondence, and related documents.

KE. Keep in CFA until no longer needed for conducting business, but not langer
than 6 years, then destroy. MOTE: Original or copy of individual cases are
retained in individual's Official Military Personnel File {(OMPF) recards
permanently.

Privacy Act Number: A0015-130SFhR Record Classification: K
Disposition Authority: N1-AU-00-42 Status: Proposed

Duration: 0

|&] Dane

[ [ | |#mtemet

NLE

Figure 64

5.2.6 Copying your ORL

. RM-Assist — Print ORL Detail

This feature is helpful for copying your ORL from one year to the next. All of the copied
instructions will retain the status (proposed or approved) from the original ORL; you can
still add instructions to the copied ORL. However, if many of the instructions need to be
deleted from one year to the next, it is advised that a new ORL be created from scratch or

using the “Template” option.

Figure 65 shows the screen where the user can make the selection to copy an ORL.

1. Select RM-Assist tab at the top of most ARIMS pages

2. Select “Go to Office Records List” button.

3. Place cursor on ORL to be copied and left click mouse once.

4. Select “Copy” button a follow instructions as provided in the “Copy and Save
ORL as New” box as shown in Figure 65.
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once the unit has an approved ORL, a set of barcode labels can be genersted for hardoogy records. These barcode labels are to be
placed on record folders and boxes for transfer or for collection by records management officials.

MACOM HEDA v

unT [ RnDa - qveED3E) v

OFFICE SYMBOL | 2HRC-POD-Ra, v

(1)To Creste a nevw ORL 7 Sefect the Create bulton and enter an ORL name, or use the Create ORL from the Template Library option.
(21 For all ather functions 7 First click an the ORL Name to select B then click any of the other avaliable bultons

Approved
EMDA ATE 2005 2005 Approved
TESTZ 2007 Draft
EMDA ATB 2003 2003 Approved
EMDA ATH 2004 2004 Approved
TESTS 2008 Draft

Create | Update ‘ Renams@/\ew| Print ListLahels | |

* Please use the COPY button to save an existing as anew one.

@ S & Interret

EE-CSocEEEED

Figure 65. RM-Assist — Copying an ORL

Figure 66 shows the results of selecting the Copy button with the “Copy and Save ORL
as New”.
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Figure 66. RM-Assist — After selecting the “Copy” button

5.2.7 Printing Barcode Labels

ARIMS uses barcode technology to track and index hardcopy office records. The
barcode can provide the user’s individual and unit profile, and the RRS-A’s records
retention and disposition instructions based on the organization’s ORL. With this
information, ARIMS can determine where records were created, in what year they were
created, what type of record is being submitted, when it was submitted, etc.

Figure 67 provides examples of labels for use on hardcopy folders. The file number has
been included on the label in this version of ARIMS. Although labels can be printed for
“K” (Keep) records, barcodes will only print for “T” (Transfer) and “U” (Unscheduled)

records.

“T” and “U” record instructions will generate two labels. The first label is a unique
barcode to track the folder through its life cycle. The second label is the text portion of
the RRS-A record instruction to help identify what type of records to place in the folder
and to show the record number. Both labels are to be placed on each file folder in clear
view.
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d=Eack - = - &) it | Qicearch [FFavorites SMedia £4 | Ev-S =t (qy] A

Address I@ |j @’Gu |Links >
G‘jﬁearnh - I I Google |'| @W’eatherBug 56
(AT y
834425022711 042 KEEP UNTIL MLM, TRF RHA

T ihh Office temporary duty travel (101
PAITFI33DFAS
4588922711044

a4 KEEP UNTIL MLM, TRF RHA

T i1hh ©Office temporary duty travel (107
PAITFE33DFAS
1874485822711 044

KEEP UNTIL MLM, TRF RHA

T 1hh Office ternporary duty travel [10]
PAITF?Z3ZDFAS

369 465922711046 KEEP UMTIL MLM, TRF FHA
T 1hh Office temporary duty travel 10}
PAITFI33DFAS

50475922711 04T7 KEEP UMTIL MLM, TRF FHA

. PLEASE PRINT ONLY ONE COPY OF BARCODE LABELS TO
& PANTTHIS! PREVENT DUPLICATION/TRACKING ERRORS IN THE
RECORDS HOLDING AREA.
THANK YOU.

Al | '
|&) Done [ [ | |#&mntemnet

Figure 67. RM-Assist — Print Barcode Labels

How to print barcoded labels for folders:
1. Click the “Print List/Labels” button.
2. A message appears reminding you to make sure labels are loaded correctly in the
printer. Page margins should be pre-set for Avery labels #5161; however, you

&
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may need to change them to the margin settings shown in Figure 68

Microsoft Internet Explorer X|
& REMIMDER, CHECK PRIMTER FOR PROPERLY INSERTED LABEL PAPER

MARGIN SETTINGS should be pre-set Avery labels #5161; however, if

labels are not printing correctly, margins should be;

LEFT 0.7, RIGHT 0.166, TOP 0.6, BOTTOM 0.75.

Sore systems may default to a Right margin of 0,25, which shiould still ineup the label sheet,

Figure 68. RM-Assist — Print Barcode Labels - Reminder

3. Enter the number of labels you need printed for each record instruction in the text
box(es) as shown in Figure 69. To clear the contents of the textboxes, click the
“Reset Form” button.

File Edit \iew Favorites Toolks Help i
&Back ~ = - ) it | Disearch GaFavortes veda (4| By S = - [ay) ot
Address @ d @GD Lirks **

QJSBarch - I l Google |'| @\-\-"eatherBug BE*

RM ASSIST
PRINT LABELS - SAMPLE ORL
USE THE CHECK BOX TO SELECT ANY RECORD
Print Labels Print ORL Detail Print ORL Summany Returmn to R
PRINT PRN ACT REC. PRES
UM REC. TITLE TH PERM DISP. nUTH NUM. DIR.
BLARDS AD015- 15
|1 COMMISSIONS, AND  Army Discharge Review Board files K Ma 180SFMR 1803 15-180
COMMITTEES
BOARDS - )
||— COMMISSIONS, AMD Civil works planning and development u Mo MA ;:-2- 152
COMMITTEES
Cffice supervisary or manager employee
HOLUSEKEEPIMG recards - Employees separated to enter T M CPM GOWT-1 JeE
FILES military service who have restoration CPM GOVT-2
rights.
HOUSEKEEPING Office supetvisary ar manager employee T Mo OPM GOVT-1 1a33
FILES records - Employee is separated OPM GOVT-2
HEEJE?EK& Office tamporary duty travel T Mo T7333DFAS 1hh
HOUSEKEEPING Office supervisory or manager employee T Mo QOPMIGOVT-1, 1332
FILES records - Employee transferred QP MIGOYVT-2
Reset Farm |
=
2] [ [ [®ntemet %
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Figure 69. RM-Assist — Print Barcode Labels

4. Click the red “Print Labels” button above the list of instructions.
5. Click the “Print This” link at the bottom of the page.

File Edit Wiew Favorites Tools Help ﬁ

dmBach - = - @G (2] fat | Dsearch GarFavortes Emedia 4 | By & = ] D  Fe
Address I@ _v_i f?GD |Links fa
i/Search - I [ Google |'| (T wWeatherBug 56°

=
834425822711043 KEEP UNTIL NLN, TRF RHA

T 1hh Office temporary duty travel (10}
PAITF2330DFAS
5445922711044

KEEP UNTIL MLM, TRF RHA

T 1hh Office ternporary duty travel (100
PAITFZZEDFAS

1874880922711 045% KEEP UMTIL MLM, TRF RHA
T 1hh Office temporary duty travel (10}
PAITFE330FAS

369465922711 0406 KEEP UMTIL MLM, TRF RHA

5804

TR i

T 1hh Office termmporary duty travel [(10)
PAT7Z2EDFAS
F11047

KEEP UMTIL MLM, TRF RHA

) PLEASE PRINT ONLY ONE COPY OF BARCODE LABELS TO
PRINT THIS!  PREVENT DUPLICATION/TRACKING ERRORS IN THE
RECORDS HOLDING AREA.
THANK YOU.

d gl
i@ Done | |_|_=0 Internet 7

Figure 70. RM-Assist — Print Barcode Labels
6. Select the printer and click “Print.”

The RIPS module, discussed below in Section 5.2, uses these barcodes to streamline the
hardcopy indexing process.
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Note: Barcode labels are formatted for Avery 5161 folder labels. Make sure you
have the correct label in your printer before you begin printing!

5.3 Records Input Processing Module - RIPS

The Records Input Processing Subsystem (RIPS) is the main entry point for all hardcopy
folders and an alternate entry point to using the Electronic Capture & Store (ECS)
Application for all electronic records being tracked within ARIMS. RIPS is divided into
two sub-modules:

e Hardcopy Records — this sub-module is used to index and manage hardcopy
records in the Records Holding Areas (RHAS). This module is to be used by the
RHA Manager (RHAM).

e Electronic Records — this sub-module is used to index electronic records and
submit them to the Army Electronic Archives (AEA). This module supports back
file indexing of electronic records created since 2003. This module can be used
by any registered user within ARIMS including Action Officers.

5.3.1 RIPS Hardcopy Records — This Module is for RHA Manager (RHAM)

Although this module can be accessed by Records Managers and Records Administrators,
its purpose is to assist Records Holding Area Managers (RHAMS) to index hardcopy
records into ARIMS and manage them in their warehouses.

RIPS processing for hardcopy records includes four (4) main phases:

e PROCESS BATCH - In this phase unit hardcopy records are received by Records
Managers and the barcoded folders are scanned. A receipt is generated by ARIMS
and returned to the unit as a record of the transaction.

e ACTION OFFICER FOLDER - In this phase the record folders are added to the
system and additional information about the folder is added by the RHAM.

e CREATE BOX - In this phase unique bar-coded labels are generated for the
storage containers (boxes) used for placement in a designated record storage area.

e FOLDER ASSIGNMENT - In this phase the indexed folders are placed in boxes
containing either the same or different disposition(s).

ARIMS provides tools the RHAM can use, such as Initial Location, Check in/out, and
Transfer and Relocate containers.

Figure 71 shows the introductory page to the RIPS module.
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2l RipsintroElectronic - Microsoft Internet Explorer provided by RMDA Internet Explorer,
File  Edit

Wiew Favorites  Tools  Help

@Back - -L:J @ @ \l_;j pSearch ‘E:?Favorites QMedia @ Bv .,f__% \_J @ '@J ﬂ
Address |@ V| GD Links *

[Search Web lvlv MEW Toolbar Update - | {Zh~ Messenger mvﬁookmarks >
A 0 1 X

>

INSTRUCTIONS

View Backfile Indexing Instructions

WARHING: OGHLY UNCLASSIFIED RECORDS MAY BE PROCESSED OH THIS WEBSITE

* CLASSIFIED RECORDS MUST BE PROCESSED THRU THE ARIMS-CWERSITE ¢ http:fwneny. arims. army. smil. mil sccessible only by
SIPRMet)

The Records Input Processing Subsystem (RIPZ) is an atternste entry point to using the Electronic Capture and Store (ECS) application for
all electronic records being tracked within ARIMS. The RIPS for electronic records consists of the two main steps below:

& STEP 1. UNIT SELECTION -The Unit Selection step gives the user the ahilty to search and select the appropriate unit for which
the record is heing submitted.

* STEP 2. RECORD IHDEXING - The Records Indexing step allows the user to specify the location of the electronic record being
submitted and also apply the sppropriste record instruction to . To apply an instruction the user can use an existing ORL or
zearch the RRS-A to locate the instruction.

Home | Zearch RRE-A | Links | Records Managemert and Declassificstion Agency |
The Adjutart Genetal | LS. &rny Human Resources Command | Army Home Pacge

Online Help Desk | Privacy & Security Matice | About ARIME | Dol VWeb Policy

&]  nternet

Figure 71. RIPS - Introduction

5.3.1.1 Process Batch

RIPS processing for hardcopy records includes four (4) main phases:
Process Batch, AO Folder, Create Box, and Folder Assignment.

All hardcopy records initially received by a Records Holding Area Manager (RHAM) are
processed in a “batch” (a group of records). A batch provides ARIMS a “chain of
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custody.” It provides a preliminary listing of the hardcopy records submitted to an RHA.
From the batch, ARIMS can quickly generate a receipt the RHAM can provide to the unit
or organization acknowledging the exchange.

By selecting the “Process Batch” button at the top of the RIPS screen, an introductory
screen is displayed as shown in Figure 72.

A RIPS BUILD BATCH SCREEN - Microsoft Internet Explorer provided by RMDA Internet Explorer M=1E3
iy

File Edit Miew Favorites Tools  Help i
eBack - \_) |ﬂ @ _;\_| /:\J Search “51:(’ Favarites eMedia ﬁ‘j{ [_':v :_\; .9_':| hd _J @ @!5 ﬂ ”

Address |é§| V| Go Links *
[Search Web |-]- MEW Toolbar Update - | {Zh~ Messenger mvﬁookmarks >

CREATE BOX

PROCESS BATCH INSTRUCTIONS:
(17 Create Batch — Allowrs you to enter a neww Batch description. Ciick on Create Batch button.
[2) Process Batch — Displays the scan disposition folder form. Sefect the Batch iDL Click Process Batch biiton.

(31 Close Batch — Closes the Batch that vwas created by you only. Select the Batch 1D, Click Close Batch balton.

Des=zcription Date Created Created By Status
James Test Batch 1M3/2003 Marjorie Asuncion & Cpen
Create Batch Rename Batch Process Batch Close Batch Prirt Batch

Home | | Search RRS-& | Links | Becords Management and Declassification Adgency |
The Adtant General | LS. Army Human Resources Command | Army Home Page

Onling Help Desk | Privacy & Security Motics | About ARIMS | Dol itk Policy:

# Internet

@]~

Figure 72. RIPS - Process Batch Introduction
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5.3.1.1.1 Create Batch
This process is very similar to creating an ORL from the RM-Assist ORL module.

To create a batch, click on the “Create Batch” button at the bottom of the page. You will
be prompted with a pop-up window (Figure 73) that prompts you to type in a description
of your batch.

Explorer User Prompk

|
Seript Pramph:

Please type in a short description for the Batch you are creating:
Cancel

IT eztlne Batch

Figure 73. RIPS - Process Batch — Create Batch
When you click “OK” the new batch will display.

To perform any other function to the batch, you must first select it by clicking on the
batch name. Note that the batch will be highlighted as in Figure 74.
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-2 RIPS BUILD BATCH SCREEN - Microsoft Internet Explorer provided by RMDA Internet Explorer

File Edit Miew Favorites Tools  Help i
eBack - \_) |ﬂ @ _;\_| /:\J Search “51:(’ Favarites eMedia ﬁ‘j{ [_':v :_\; .9_':| hd _J @ @!5 ﬂ ”

Address |é§| V| Go Links *
[Search Web |-]- MEW Toolbar Update - | {Zh~ Messenger mvﬁookmarks >

CREATE BOX

PROCESS BATCH INSTRUCTIONS:
(17 Create Batch — Allowrs you to enter a neww Batch description. Ciick on Create Batch button.
[2) Process Batch — Displays the scan disposition folder form. Sefect the Batch iDL Click Process Batch biiton.

(31 Close Batch — Closes the Batch that vwas created by you only. Select the Batch 1D, Click Close Batch balton.

Des=zcription Date Created Created By Status
James Test Batch == 1M 372005 Marjorie Asuncion oy Open
Create Batch Rename Batch Process Batch Close Batch Prirt Batch

Home | | Search RRS-& | Links | Becords Management and Declassification Adgency |
The Adtant General | LS. Army Human Resources Command | Army Home Page

Onling Help Desk | Privacy & Security Motics | About ARIMS | Dol itk Policy:

|In

< |
&] pone £ nternet

Figure 74. RIPS - Process Batch — Batch Job Selection

5.3.1.1.2 Rename Batch

If for some reason you need to change the name of a batch, select the batch you wish to
rename and click the “Rename Batch” button. A pop-up screen appears prompting you to
type in the new name for the batch as shown in Figure 75. When finished, click the
“OK” button and the new name will appear in the list.
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o [=] kS|
Explorer User Prompt X| i
Script Prompt: oK I ﬁ < @ &
Pleasze type in a short description for the new name: = I f2004&creatarlD=22 157&OpenFIacj ,fQGD | Links *
ance | =
B atchT est For Marjorie &

FOLDER

PROCESS BATCH INSTRUCTIONS:

(1) Create Batch — Allows you to enter a new Batch description. Cick on Create Batch button.

{2y Process Batch — Displays the scan disposition folder farm. Select the Balch [0 Ciick Process
Batch button.

{3} Close Batch — Closes the Batch thatwas created by you only. Select the Batch 10, Click Close
Batch button.

Description Date Created Created By Status

BatchTest For Marjorie A == 10i72004 Marjarie Asuncion & Open
Create Batch Rename Batch Process Batch Close Batch I Print Batch I

&

|&] Done [ | [@ mtemnet
Figure 75. RIPS - Process Batch — Rename Batch

5.3.1.1.3 Process New or Existing Batch

Once you have created a new batch or need to modify an existing batch, click the
“Process Batch” button to begin processing the folders. A blank input form is seen in
Figure 76.
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File Edit ‘iew Favorites Tools  Help
B — i . i £
. \ ) M ’ s > ] - - -1
@ Back < \ﬂ @ f A - search 57 Favorites @ Media 6‘3 3 ] _J @ @!S 2 i
Address |f§| v| Go Links **
Seatch web |~ | [~ MEW Toolbar Update - | {217 Massenger IBB' Bookmarks »
. f ~
) A\
.
M)
T
Process Batch Form
Instructions: Erter the barcode label. Click the Go Button. &1 the required fields are marked with *
Barcode® | Go
: Date
BatchlD: 145 createq | L1/1312005 |
Record | Record | Record
Categary: Matme Mumbet:
Unit Idertifier: | | Uit Mame: | |
. - Begin Date
* -
Restriction ID* | £ - Mo Restriction (mmiddhnn
) End Date
* -
Media Type: P - Hardcopy - | (mmid b
Save | Cancel | Complete and Return to List |
Click "SAVE" to commit record and proceed to "HEXT" folder
Home | | Search RRS-A | Links | RBecords Managemert and Declassification &Agency |
The Adjutart General | UL, Army Human Resources Command | Army Home Page
Online Help Desk | Privacy & Security Motice | Akout ARIME | Dol Wb Palicy :
< >
&] # Internet

Figure 76. RIPS — Process Batch — Initial Input

To complete the input form, you will scan the barcode labels on each folder that are part
of your batch.

Click the Barcode textbox and scan the first barcode label, then click the “GO” button.
The Record Category, Record Name, Record Number, Unit Identifier, and Unit Name
textboxes will fill in automatically with the appropriate information.

NOTE: If you do not have a barcode reader, type in the barcode number.
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Note: This is a good opportunity to check that the folders being scanned actually
belong to the unit or organization that submitted the records. The Unit name displayed
in this screen corresponds to the unit that printed the barcode labels. The unit that
submitted the folder should be the same unit that appears in the Unit name textbox. If
there is a discrepancy, you may want to investigate the cause to ensure that the records
will be serviced properly.

Next enter the rest of the information about the folder and then click the “Save” button to
save your input for the first folder.

NOTES ABOUT THE FORM:
e Begin Date is the date of the earliest document in the folder
e End Date is the date of the latest document in the folder
e Only complete the blocks for Security Classification and Downgrade
Classification Date if you are using ARIMS-C (for Classified records).

A new blank form will appear.

Repeat the process of scanning the barcodes on the folders and completing the form until
you have completed the entire batch. When finished, click the “Complete and Return to
List” button to return to the Process Batch main page.

5.3.1.1.4 Close Batch

After you have completed processing a batch of folders, the batch should be closed so
that no further folders can be added to the batch. To close a batch, select the batch by
clicking on the batch name and then click on the “Close Batch” button. An alert screen,
as shown in Figure 77, is displayed confirming that you want to close the batch.

Microsoft Internek E:-:pluret:*ééé El

® Are wal sure you wank ko clase this bakch
Cancel |

Figure 77. RIPS — Process Batch — Close Batch Alert

Click the “OK” button and the batch will change from “Open” to “Closed” in the list, as
seen in Figure 78.

NOTE: If you do not wish to close the batch, click on “Cancel.” Your work up to that
point is still saved and you will be able to add additional folders to the batch at a later
time. NO OTHER FOLDERS CAN BE ADDED TO ABATCH ONCE IT IS
SAVED.
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-2 RIPS BUILD BATCH SCREEN| - Microsoft Internet Explorer, provided by RMDA Internet Explorer
File Edit View Favorites Tools  Help

eBack M - | d m l\l / ) Search “3\ Favorites @MBdla €} [ - :_\,__ [] -~ _J @

Address |€| o v| - Go | Links **
Y_’ - £-| Searchweh |- |[E)- MEW Toohar Update - | {Ei Messenger [UF)™ Bookmarks »

»

ELECTROMIZ REC

CREATE BOX

PROCESS BATCH INSTRUCTIONS:

(11 Create Batch — Allowws you to enter & new Batch description. Click on Create Batch bulton.

(21 Process Batch — Dizplays the scan dispostion folder form. Sedect the Batch 10, Click Pracess Batch button.
(3] Cloge Batch — Closes the Batch that was crested by you only. Seiect the Batch 1D, Click Close Batch button.

Des=scription Date Created Created By Status

James Test Batch 1M 32005 Marjorie Asuncion & Open
James Test Batch 2 11352005 Marjorie Asuncian i Clozed
Creste Batch Rename Batch Process Batch Close Batch | Print Batch |

Home | | Search BRS-4& | Links | Records Managemert and Declazssification Agency |
The Adjutart General | LS. Anmy Human Resources Command | Army Home Pacge

Onling Help Desk | Privacy & Security Matice | About ARIMS | Dol YWek Policy

< I
I@ Done 8 Internet

|

Figure 78. RIPS — Process Batch — Closed Batch Example

5.3.1.1.5 Print Batch

The Print Batch function is to be used for “chain of custody” purposes or as backup
documentation to prove records have been transferred from a unit to the Records Holding
Area. You may use this function to print both open and closed batches.

To print a batch folder list, click on the batch name and then click the “Print Batch”
button. ARIMS will generate a list of all folders that were scanned and initially indexed
in the selected batch and will identify key information about the organization that
submitted the folders contained in the batch.
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Click the “Print This!” button at the top left corner of the page. Figure 79 shows a
sample print of a processed batch.

J File Edit Wiew Favorites Tools  Help |ﬁ

J s=Back » = - @ 7t | @Search (3] Favorites @History |%v = % - Ej g

J Address ;@ LI G0 | I Links **
PRINT THIS!
ARIMS Unit Records Report
MACOM: TESTCOM RHA: Springfield (TEST)
DATE CREATED: 2102001 12:31:57 PM UHIT: SPRINGFIELD (TEST)
CREATED BY: SPRIMGFIELD (TEST) CREATED BY: Betty =. Burton

Return to RIPS Process Batch

Macom: TESTCOM RHA/ Installation: Springfield (TEST)

1: D& planning files - DA office responsible for preparation of the plan or contribution thereto
2 Yalue engineering studies - Yalue engineering office responsible for making the study
B

4. Task analysis background files (Rescinded)

<
Y

!@ Dane l_ l_ i Local inkranet

Figure 79. RIPS - Process Batch — Print Batch
To return to RIPS, click the “Return to RIPS Process Batch” button.

5.3.1.2 Action Officer Folder

The Action Officer (AO) Folder function is designed to assign more descriptive
information about the individual folders submitted by units. Completing this function
provides ARIMS with index information that will be more helpful to action officers when
they look for their hardcopy records in ARIMS. Different action officers are likely to use
different phrases to search ARIMS for records. For example, one AO may use “Jeep
Maint” to search for automotive maintenance records while another AO may enter “Auto

KeyLogic Systems, Inc. 95 July 2005



ARIMS Version 2.0
ARIMS User’s Guide

Maint”. Without entering such terms into the AO Folder function, both action officers
would fail to locate their folders.

To begin indexing action officer folders, click the “AQO Folder” button at the top of the
RIPS module as seen in Figure 80. Scan the barcode label on the folder and then click
the “GO” button.

File  Edit Wiew Favorites  Tools  Help -:,'
b A ‘_\J e . H ¢ = A 2%
e Back ~ () |ﬂ @ -.'_lj - Search 7 Favorites eMedha @ - & [#] - _J @
Address |@ v| Go | Links **
Y_’ - _é,_‘- | Search wieh |- v MEW Toolbar Update - | {Z)™ Messenger M' Bookmarks »r

FORM FOR ACTION OFFICER FOLDER: Enter your barcode lahel and click go

- Enter Barcode

Barcode Label || | o
Record I:l Record | Record
Mumber Mame Category

— Enter Details: * means a required fisld

Action Office Folder Title * |

Keyword 1 | | Keyword 2 |

Save | Mewy Dizposition Faolder |

CLICK SAVE TO COMMIT RECORD AND PROCEED TO HEXT FOLDER

Haome | | Search RRES-A | Links | Records Managemert and Declassification Agency |
The Adjutart General | LS. Anmy Human Resources Command | Army Home Pacge

Online Help Desk | Privacy & Security Motice | SAbhout ARIMS | Dol yWeb Policy

4 |
I@ B Internet

Figure 80. RIPS — AO Folder Introduction

You will see Record Number, Record Name, Record Category, unit ID, and Unit Name
associated with the particular AO folder automatically complete, as shown in Figure 81.

|
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Enter any additional titles found on either the label or folder (they may be handwritten or
typed). You may also enter keywords in the two fields provided (e.g., by looking through
the contents of the folder).

Then click on “Save.” To enter the next folder, click on the “New Dispositional Folder”
button. Continue this process until all of your AO folders have been indexed and saved.

File  Edit Wiew Favorites  Tools  Help &'
" - — N ot ™\ >
e Back ~ () |ﬂ @ l‘] Pl ) Search ‘5\5/ Favorites e Media @ [(-r__{ - & [#] - _J @
Address |@ v| Go | Links **
Y_’ - _é,_‘- | Search wieh |- v MEW Toolbar Update - | {Z)™ Messenger M' Bookmarks »r

FORM FOR ACTION OFFICER FOLDER: Enter your barcode lahel and click go

- Enter Barcode
Barcode Label |4?E4?35128801 | Go

Record Record 1 Record
re 330-40n e |Cryptonet managemert fie] ST SECURITY

nit Icf G, Unit Mame |USA Fa& CER AMDFT SILLl

— Enter Details: * means a required fisld

Action Office Folder Title * |

Keyword 1 | | Keyword 2 |

Save | Mewy Dizposition Faolder |

CLICK SAVE TO COMMIT RECORD AND PROCEED TO HEXT FOLDER

Haome | | Search RRES-A | Links | Records Managemert and Declassification Agency |
The Adjutart General | LS. Anmy Human Resources Command | Army Home Pacge

Online Help Desk | Privacy & Security Motice | SAbhout ARIMS | Dol yWeb Policy

|
# Internst

|

CE

Figure 81. RIPS — AO Folder — Indexing Example
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5.3.1.3 Creating Boxes in ARIMS

After all of the Action Officer (AO) folders have been completed, it is time to place them
into boxes. The term “box” is used to describe a container that holds hardcopy records
that are stored in a records holding facility.

Figure 82 displays how to create a box. First click on the “Create Box” tab. You will
be asked to select the number of boxes you wish to create from a dropdown list as
illustrated in Figure 82. This will correspond to how many box labels you will need to
print. After you have selected an appropriate number of boxes, click the “Next” button to
move to the next step.

File Edit View Favorites Tools  Help 4'
T »
@ Back - \_/J @ @ \_;\J p Search “‘{;'\'5-‘ Favorites eMedia @ D,r<:v "‘_‘\_&" [] -~ _J @
Address |@ v| Go | Links *
Y_’ - P | Searchweh |- |[E)- MEW Toohar Update - | {Ei Messenger [UF)™ Bookmarks »
| a ! i .,

ARMYARECORDSJINEORMATI
o8 1l

HOME RRS-A

COLLECTI

A0 FOLDER CREATE BOX FOLDE

ENTER HUMBER OF CONTAINERS YOU WANT TO CREATE

Mumber of Containers: Select Mumber of Boxes %
1-
o
3-
4-
5.
Home | | Sesrch RRS-& | Lif? - Bo%es d Declassification Sgency |
The Adjutant General | LS] 7 - Boxes mand | Army Home Page
g - Boxes

Cnline Help Desk | F‘ri\r'a':n:fI N RIS | Dol ek Palicy

& |
I@ 8 Internet

|

Figure 82. RIPS - Create Box — Number of Containers
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In Step 2, you will be prompted to select the type of container(s) you want. Figure 83
shows the different types of containers that can be used for hardcopy storage in a records
holding facility. The default selection is “A.”

File Edit Wiew Favorites Tools  Help j”,"‘
., ¥ | Py B Ty ok 2
@ Back - \J_] @ @ -?’lj ",._,' Search N Faworites G"Media @ E_:’;},' g?d ,ﬂ] x |_J @
Address |@ v| GO Links **
Y_’ v £— ] Search Web ‘ %- MEW Toolbar Update ~ | (Zi~ Messenger IM' Bookmarks »»
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Figure 83. RIPS — Create Box Wizard — Container Type

In Step 3, you will be prompted to select the type of records that will be placed in the
storage container as shown in Figure 84. The default is an “Accession Container,” which
is a container filled with folders of the same retention and disposition that were created in
the same calendar/fiscal year. A “Storage Container” is a container that will hold records
of mixed dispositions. Use “Accession Container” for units that generate sufficient
volumes of similar records that will fill up at least one box. Use the “Storage Container”
option for units that only generate small volumes of records that rarely fill up an entire
container.
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At each step you will see “Back” and “Next” buttons. Click the “Next” button to
continue to Step 4.
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Figure 84. RIPS — Create Box — Accession Box vs. Storage Box

In Step 4, you will be asked to identify the Storage Location(s) where you intend to place
the boxes within the records holding facility. These locations are based on your specific
RHA. Select the designated location, as seen in Figure 85.
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Figure 85. RIPS — Create Box — Container Location

If the desired location is not listed in the dropdown menu, you may add new locations by
clicking the “Insert New Location” button next to the dropdown list. When inserting a
new location, you must complete the location form with the information as shown in
Figure 86. The location information is important for locating records when filling
requests sent to the RHA by users accessing the Master Index module of ARIMS.
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Figure 86. RIPS — Create Box — New Location
Click the “Next” button to move to Step 5.

As seen in Figure 87, in Step 5 you are prompted to provide the shelf and row
information where the box(es) will be placed, to include a brief description of the newly
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created box(es). This information will print out on the box labels. Click the “Next”
button to move to Step 6.
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Figure 87. RIPS - Create Box — Shelf/Row/Description Information

In Step 6, you will see a summary of the information you have entered about your
specific boxes shown in Figure 88. If the information is correct, click the “Create Box”
button to generate the barcode labels for the boxes.
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Figure 88. RIPS - Create Box — Container Information Summary
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Figure 89. RIPS - Create Box — Print Barcodes

In Step 7, you will actually print the box labels. Click on the “Print Barcodes” button.
Figure 90 is a sample of box barcode labels that were generated by the Create Box
function.

|~
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Figure 90. RIPS - Create Box — Container Barcode Labels — Print View

This screen is very similar to how barcode labels are printed in the ORL module. Click
the “Print This!” button at the bottom of the page to print the barcode labels.

Note: Barcode labels are formatted for Avery 5161 folder labels. Make sure you
have the correct label in your printer before you begin printing!

5.3.1.4 Folder Assignment

After the barcode labels for the folder containers have been created, the next part of RIPS
is the Folder Assignment. This function gives Records Holding Area Managers the
ability to Assign, Move, Transfer and Check In folders within a records holding facility.

5.3.1.4.1 Initial Folder Assignment
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In the Initial Folder Assignment, Action Officer (AO) folders are assigned to the boxes
that were created from the Create Box function in Section 5.2.3.

First you need to tell ARIMS which box you are working on. Select the Initial
Assignment button as seen in Figure 91. You will see a form similar to that shown
below. Scan the barcode on the first box. Then click on “Submit Box.”
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Figure 91. RIPS - Folder Assignment — Initial Assignment
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In Step 2, you will be prompted to scan the barcode of the first folder you plan to place in
the box, as shown in Figure 92.
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Figure 92. RIPS - Folder Assignment — Initial Assignment Example
Scan your folder barcode as seen in Figure 93.
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Click on the “Next Folder” button if you have more folders to scan and place in the box.
When the box is full, click the “Initial Done” button.
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Figure 93. RIPS - Folder Assignment — Initial Assignment — Scan Folder Barcode

5.3.1.4.2 Move Folders
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The Move folders scenario is designed to track the movement of folders between boxes
within a records storage facility. This may be needed if you are reorganizing a records
facility and are consolidating boxes. The Move Folders uses exactly the same procedure
as the Initial Folder Assignment function.

"
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Figure 94. RIPS - Folder Assignment — Move Folder
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Similar to the Initial Folder Assignment function, you need to supply the box barcode
label ID as shown in Figure 95. This tells ARIMS into what box a folder is being placed.
You are then prompted to enter the folder barcode label ID. By clicking “Next Folder”,
as seen in Fiqure 95, the folder is now associated with the new box.

"
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Figure 95. RIPS - Folder Assignment — Move Folder Example
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When the moving of all folders into new boxes or containers is completed, click on the
“Move Done” button to finish the task.

5.3.1.4.3 Check-In Folders

The Check-In Folders function gives Records Holding Area Managers the ability to
replace folders that were pulled from a box in response to a records request that are being
returned to the original box.

Figure 96 below displays the Checking In folders function. Since you are returning the
folder to its original box, you only need to scan the folder barcode label 1D and then click
on the “Check In Done” button to save your move.
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Figure 96. RIPS - Folder Assignment — Check-1In Folders

5.3.1.4.4 Transferring Folders

Use the Transfer Folder function to move folders to another physical storage facility.
Figure 97 shows an example of the Transfer Folder function.
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To transfer a folder to another storage facility, Select a RHA, then a Storage Location.
Next scan the folder barcode ID and then select the new location. Then click the
“Transfer Done” button to save your transfer.
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Figure 97. RIPS - Folder Assignment — Transfer Folders
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5.3.2 RIPS Backfile Indexing

The Backfile Indexing sub-module of RIPS is used to input hardcopy and electronic
records from 2003 to present fiscal or calendar years into ARIMS.

Indexed records using the Backfile Indexing function are included in the Master Index
search module.

5.3.2.1 Entering Hardcopy Records to ARIMS Using Backfile Indexing

Two steps are required to index hardcopy records from past calendar or fiscal years into
ARIMS:

STEP 1) Printing folder labels based on the ORL
STEP 2) Indexing the record.

When indexing records from more than one previous year, the process steps must be
completed for each year. (See the RIPS module section in the User’s Guide for more
information).

5.3.21.1 STEP 1: PRINT ORL LABELS

1. Inthe RM-ASSIST module, click to select the ORL for the desired previous year.
If an ORL does not exist for the year being indexed, create one accordingly (for
more information on creating ORLSs, refer to RM-Assist module section in the
User’s Guide). NOTE: Prior years are limited to 2003, the year of the effective
date of AR 25-400-2, The Army Records Information Management System

(ARIMS).
MACOM HGDA ¥
RHA [RMD (HGDA) v
T |RECORD MGMT AND DECLASS AGENCY v
OFFICE SYMBOL | AHRC-POD-ZO v

(1) To Create an ORL 7 Sedect the CreabdrORL buthor and ender name
[2) To Updateryiews: an ORL 7 Semect the TUWL Mame

[WIEW ACTIVE ORL 5]

Hame Year Approved Active
Qperationg >> 003 Approved Ho
| CresteORL | UpesteofL | RenameoRL | CopyoRL | viewomL | rintoRLosbel | |

* Please use the COPY ORL button, to save an existing ORL as a new one.

Figure 98. RIPS — Back-file Indexing — Select ORL to Print Folder Labels

2. Click on the Print ORL/Label button.
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3. On the Print ORL screen click on the Print Labels button.

PRINT ORL - Operations

Frint ORL SLmitaErs | Prind ORL Detad Prird Labels

3 Recond{s) Touml. Page1ofd

REC, CATEGORY REC, TITLE BLC. PERM DISP. AUTH

T"l'P PRIV, ACT HO.

Agency and command planning fies -

ALK TRA TION Oifice respansible tor preparalion and T Yes  WNC-AL-TS-24 A, i-1p1 14 A
issue

HOUSEREEPING FILES Office record transmittals K bz MNN.1BG=-204 A, ig A
Archibval test film transmital files - Oifice

% wikh Army -wide responsitalty. tests K Mo GRS 16, 2em 108 NA 25-1ii1 231 A

ivvolving permanert records

Figure 99. RIPS - Back-file Indexing — Select Print Labels button from PRINT
ORL screen

4. On the Print Labels screen, enter the number of labels needed for each record
instruction in the appropriate PRINT NUM text box. Click on the red Print
Labels button. Another screen (Figure 100) will display the barcode labels.

PRINT LABELS - OPERATIONS
USE THE CHECK BOX TO SELECT AllY RECORD

Print ORL Detsil Print ORL Sumiméary Feturn 1o RM-Ag it

REC. CATEGORY REC. TITLE PERM DISP. AUTH PRIV, ACT No. REC:  PRES

PRINT
M

“HUM.  DIRL
I ncy &nd command péanning files - Offica 5
i hiETR feaponme tor preparation and issue I jins MM 1-1igl =t
2| HOUSEKEEPING FILES  Office record fransmittsls K o 7T} 1g
. INF ATI Archival test fim transmital fles - Office wilh
AR GEMENT Army-swide responsibity; tests invohang K ] A 251 251
| T/ permanent recoeds
Reset Form !

Figure 100. RIPS - Back-file Indexing — Select number of labels to print

5. When the barcode labels for the selected instructions are displayed on the screen,

load the label sheet(s) properly and click on the “PRINT THIS!” icon located at
the bottom of the page to send the labels to the printer.

1 M TP Proges md budpd puidoes - ey of the T, S (0HA
‘ ‘ H Tepawd b for pevpekion, ppeovel, o wre
5992853ll2[:i.5|]l[| Kaep il HLH, = RHA

& PRINT THIST PLEASE ONLY PRINT ONE COFPY OF BARCODES

[

Figure 101. RIPS — Back-file Indexing — Printing Barcode Labels
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5.3.2.1.2 STEP 2: INDEX RECORDS

After the barcode labels have been printed and placed on the appropriate folders, follow
these steps to index a hardcopy record into ARIMS. Note that you cannot index a
hardcopy record into ARIMS without first creating a batch (Refer to section 5.2.1 in the
ARIMS User’s Guide).

1. Click on the RIPS tab menu.
2. Select HARDCOPY RECORDS menu item.
3. Select the PROCESS BATCH tab under HARDCOPY RECORDS (Figure

102).
/A RIPS BUILD BATCH SCREEN - Microsoft Internet Explorer M=E3
© File Edit Wew Favorites Tools Help :,'
~

HARDCOPY RECORDS COLLECTIONS

PROCESS BATCH AQ FOLDER CREATE BOX FOLDER ASSIGNMENT

PROCESS BATCH INSTRUCTIONS:

{1} Create Batch — Allows you to enter a new Batch description. Click on Create Batch button.

(2) Process Batch — Dizplays the scan dizposition folder form. Select the Batch ID. Click Process Batch button.
(3} Close Batch — Closes the Batch that was created by you only. Select the Balch ID. Click Close Bafch button.

tn
g
5

Description Date Created Creaied By

Test Batch B T2001 John T. Batzer
TestBatch2 1022001 John T. Batzer
Test Batch 3 1202001 John T. Batzer
Test Batch 4 4125/2002 John T. Batzer
Joceline Batch 2182003 John T. Batzer
Special Cellections TITI2003 John T. Batzer
hany batch Ti24/2003 John T. Batzer
Daston test batch001 4(22/2004 John T. Batzer
Dastcn Batch Testing 4232004 John T. Batzer
New Batch 412712004 John T. Batzer
BATCH 4/29/2004 John T. Batzer

FFFEFEFEEEEREN

Create Batch Rename Batch Process Batch Close Batch | Print Batch |

@ é ‘ Internet

Figure 102. RIPS — Back-file Indexing — Batch Processing Screen

4. Select the appropriate batch and click on the Process Batch button. A blank
input form is displayed.

5. To complete the input form, click on the Barcode textbox and scan the barcode on
the folder label. Then click the Go button. This populates the Record Category,
Record Name, Record Number, Unit Identifier and Unit Name fields. (Figure
103).
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NOTE:
number

If you do not have a barcode reader, type in the barcode

Form for Scan Disposition Folders

Instructions: Enter the barcode label. Click the Go Button. All the required fields are marked with *

Barcode* Go
| Date ; %
: 04 | 2902004 21856 PM
Batch ID: 104 Crested: | 232004 21856 Ph
Recard Record | Record
Category: Mame Mumber:
Unit ldentifier: Unit Marme:
Restriction ID* | Z - Mo Restriction W
. 7 Begin Date
* = b
Media Type F F‘a_per L ddrmmiat
: . End Date
g;aacsusri;ti\gatinn* U - Unclassified | rddfmmmibnnnd®
(075 epfz001)
Dowengraded
Classificetion Late Dizposition Action® Destroy after retention period expires  »
(ddfmmmfnnng
[OF S epf2001]
Save | Cancel | Back To List |

Figure 103. RIPS - Back-file Indexing — Hardcopy Record Indexing Screen

6.

Fill in all required fields with the appropriate data.

NOTES ABOUT THE FORM:

~

Begin Date is the date of the earliest document in the folder

End Date is the date of the latest document in the folder

Only complete the blocks for Security Classification and Downgraded
Classification Date if you are using ARIMS-C (for Classified records).

Click on the Save button to submit the record.
If you are indexing a hardcopy record for a Special Collection, select the name of
the Special Collection to which the record belongs from the pull down menu.

Special Collection - a collection of records that has historical significance to the
Army. A Special Collection can consist of both "T" (long term and permanent)
and "K" (short term) records; a single retention is assigned to the entire collection
that overrides the retention of any of the records within it. Good examples of
Special Collections are operational records: Operation Desert Storm, Operation
Enduring Freedom.
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Only USARMDA has the authority to add to, or modify, the Special Collection
list. If you are indexing records for a Special Collection that does not appear on
the list, contact the ARIMS Online Help Desk to begin the process to have it
added.

5.3.2.2 Submitting Electronic Records to ARIMS using Backfile Indexing

Although an ORL is not required to upload ELECTRONIC RECORDS to the Army
Electronic Archive, it is highly suggested that one is created to assist in the indexing and
storage of the records. To create an ORL for backfile indexing, follow the instructions in
Section 5.1.2 Creating an ORL.

5.3.2.2.1 Step by Step Instructions to Upload and Index e-Records using RIPS Backfile
Indexing

The following are the steps to upload and index electronic records into ARIMS.
Electronic records are uploaded and indexed one at a time.

You cannot upload and index a record into ARIMS without first identifying the unit for
which the record is being submitted.

5.3.2.2.2 STEP 1: UNIT SELECTION:

1. Click on the ELECTRONIC RECORDS tab option.
2. Click on the red Go to Unit Selection button located near the bottom of the
webpage.

HARDCOPY RECORDS ELECTRONIC RECORDS COLLECTIONS

INSTRUCTIONS STEP 1: UNIT SELECTION STEP Z: RECORD INDEXING

[% Hew!! View RIPS Training

The Record Input Processing Subsystem (RIPS) iz the main entry point for all electronic records being tracked within The Army Records
Information Management Syetem (ARIMS). RIPS- (Electronic) record processing has two (2) main steps:

& STEP 1. UNIT SELECTION - The UNIT =election step gives the user the abilty to search and select the appropriate unit that owns
the record being submitted or create a new one if that unit does not exist.

= STEP 2. RECORD INDEXING - The Record Indexing step allows the user to specify the location of the electronic record being
submitted and alzo apply the appropriate instruction te it. To apply an instructien the user can use an instruction within an ORL or
use the RRSA =earch to locate that instruction.

Figure 104. RIPS — Back-file Indexing — ARIMS with ELECTRONIC RECORDS
sub-menu tab selected.
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3. Enter the Major Command (MACOM), unit name and/or UIC criteria into the
appropriate text boxes and click on the Search Unit button.

ELECTRONIC RECORDS INDEXING: UNIT SEARCH AND SELECTION

Hoticg: Before proceeding with the backfile uploading process, you must know
your vnit ldentification Code or Unitname. Pleaze type vour LIC or Unitname in their
respective box and click go to retrieve all units that match the critetia specified.

| Enter your Search String for Unit ldentification Code or Unit Hame |

Unit Mame:  |RECORD | O and ®or
Lic: | |

| Search Unit_|

Figure 105. RIPS — Electronic File Indexing — Unit search screen with sample
search criteria

4. From the Search Unit result hit list, select the appropriate unit by clicking on the
Select button next to the Unit Identification Code, and then clicking on the
Proceed to Record Indexing button. This will take you to Step 2.

| ELECTRONIC RECORDS INDEXING: UNIT SEARCH AND SELECTION |

|"r’ou searched for units containing "w' in the UIC And ‘records’ in the unit name. |

Proceed to Record Indexing Search Again

4 Recordis) found. Page 1 of 1
ke [unmname STATE ZIP CODE COUNTRY
[] wiFpas  Decords VWest Point N 10996 United States of
Management America
DOl RECORDS United States of
W33DL3 MANAGEMENT FORT STEWART  GA 31314 i
America
SUPPORT BRANCH
CRIME RECORDS United States of
- CRIME RECORDS
] w3sem ST MIDDLE RIVER (] 21220 pp——
USA CRIME United States of
o USA CRIME
] waviaa S iois crven CCAUEELNEE WA 22060 pp——
4 Record(s) found. Page 1 of 1

Proceed to Record Indexing Search Again

Figure 106. RIPS — Electronic File Indexing — Unit Search Result screen showing
sample unit search result.

5.3.2.2.3 STEP 2: RECORD INDEXING:
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The UIC and Unit name fields are automatically filled in with the information of the
unit selected.

The Unit Name and UIC fields are automatically filled in with the appropriate
information from the unit selected in the previous step.

A BackFileUnitSearch - Microsoft Internet Explorer provided by RMDA Internet Explorer

File Edit “iew Favorites Tools Help I -
@ Back - \_) @ @ :h p Search “-E,n‘\?Favorites eMedia @ D}j{v :\?,_ J @ '@'!5 >
Address |@ v| Go Links *
Y_’ - £v| [Search Web |v|v NEW Toolbar Update - | (Zi Messenger m' Bookmarks ¥

3

HARD Y RECORDS COLLECTION

INSTRUCTICNS STEP 1. URIT SELECTION STEP 2 RECORDZ INDEXIMG AEA RECORDS | IFICATION

ELECTRONIC RECORD INDEXING : UPLOAD RECORD

Notice: Before proceeding with the Upload process, click on the browse button to select the
record to upload from your file system and then click on the upload record button.

“ Denotes required fields
Unit Hame: OFC ASA MAP-RES AFFAIRS

UIC: WO0SAA
Office Symbol: | FAMmr-Tmmr hd |
Office Records List: | 2004 - SAMR-FhibdR: W |
OFL Record Humber and Title: | 1h Office general management ... L
I'I b View detail of record instruction

*
Re: 1 Huml 8
cordfiumber [ Search Instructions ]

Path of File to Upload “5 |C:1.Dcu:uments and Seﬂingi[ Browze.. |

Subject: Alkougk nof reguired, adding rewvelanf subject
- fo fhe record will facilifzfe later refrieval.

Year of creation: |2|304 |

[ Upload Record ] [ Select Another Unit

Only select the Special Collection below if you are indexing records that fall under one of the listed
collections.
Review section on Special Collections in the User's qguide

| Special Collections: | Pleaze Select A Special Collection b | ‘

Home | Search RRS-4 | Links | Records Management and Declassification Lgency |
The Adiutant General | LS. Arnmy Human Resources Command | Anmy Home Page

Online Help Cesk | Privacy & Security Motice | About ARIMS | Dol \Wiebh Policy

(=

(LIS

ﬂ Internek
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Figure 107. RIPS - Electronic File Indexing — Record Indexing and uploading
screen.

Select the Office Symbol from the Office Symbols dropdown list. Note that the

Office Symbol is not required and the dropdown list may be empty.

2. Select the Office Record List (ORL) from the Office Record List drop down list.
Note that the ORL drop down list will only be displayed when an office symbol is
selected.

3. Select a record instruction from the ORL Record Instructions drop down list. If
the instruction does not exist, click on the Search Instructions button to search
for an instruction from the Record Retention Schedule-Army (RRS-A) module
(refer to the User’s Guide on how to use the RRS-A Search module). Note that if
an instruction is selected that does not currently exist in the selected ORL, it will
automatically be added.

4. If you are indexing records for a Special Collection, select the name of the

collection from the drop down list located near the bottom of the page.

=

Special Collection - a collection of records that has historical significance to the
Army. A Special Collection can consist of both "T" (long term and permanent)
and "K" (short term) records, a single retention is assigned to the entire collection
that overrides the retention of any of the records within it. Good examples of
Special Collections are operational records: Operation Desert Storm, Operation
Enduring Freedom.

Only USARMDA has the authority to add to, or modify, the Special Collection
list. If you are indexing records for a Special Collection that does not appear on
the list, contact the ARIMS Online Help Desk to begin the process to have it
added.

5. Click on the Browse button to select the electronic record you wish to upload.
This will open the Choose file dialog box, prompting you to select the electronic
record to be uploaded (see Figure 108).
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Choose file

Look n: | 3 ARIMSE

RN =l =

D

My Recent | == anms com

Doiimerrts |5 Arimse_Local
(r aws
[ChECS
Desktop CINET
- [ﬁLIML Diagrams
.-__) EArimse.sln
My Documents .ﬁ.rimse.suu
Arimse. vic
Iﬁ.ﬁ.rimse.vip

-5])3 o A5 5l
My Computer B AWS vsssco

WESVEr.SCC
<

-—

Size | Type
File Falder
File Folder
File Falder
File Folder
File Folder
File Folder
File Folder

1KB Microsoft Visual Stu...  12/30/20
3KB Visual Studio Solutio,..  2/14/200

126 KB VIC File

1EB Visual InterDev Proj... 123020
KB Microsoft Visual Stu...  12/9/200
1EKB Visual Studio Source..,  11/6/200
1KB Microsoft SourceSaf...  2/12/200

Date Mo
2/12/200
3/30/200
2/20/200
2/12/200
2/13/200
4419/200
5/11/200

2/14/200

| *

My Metwork File name: |
Flaces

[~

Files of type: |f—‘-.|| Files (*.%)

=

Open |
Cancel

Figure 108. RIPS — Electronic File Indexing — Browse and choose file.

6. Other identifying information can be entered about the electronic record, such as

the Subject of the record.

7. The Record creation year can be modified to reflect the year the record was

created. (Note: if an ORL is selected in step 2, this field will be pre-filled with the

year of the ORL.)

Click on the Upload Record button to submit the record. You will receive an
acknowledgement that the record was successfully submitted to the AEA.
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FEX
Fle Edit Wew Favorites Tools Help ?,"
O © HEA G AR DD Yo @uese @ (3-8
@http:,l’,l’localhostmrimsv ELlnks » @Snaglt =

3

Search the Web l Psearch » Address

SIINECR
=T

STEP 2 RECORDS INDEXING

ELECTRONIC RECORD INDEXING : UPLOAD RECORD

THANMK Y'OU FOR SUBMITTING AN ELECTROMIC RECORD INTO ARIME FOR ARCHMIMNG.
THE RECORD HAS BEEM SUCCESSFULLY ARCHMED IN ARIMS.
FLEASE FIND BELOWY INFORMATION ABOUT THAT RECORD.

RECORD
PATHHAME:

RECORD
SUBJECT:

RECORD SIZE: 5832bytes
RECORD
TYPE:

DATE
SUBMITTED: 132003

SPECIAL
COLLECTION:

Crims Wieb\Arims_Web_LocalwkshORLYiew xsl

test Email

textiom

=

2

[ Upload More Records ]

Home | Search RRS-A | Links | Records Managemert and Declassification Agency |
The Adjutant General | LS. Army Human Resources Command | Army Home Page

Online Help Desk | Privacy & Security Motice | Ahout ARIMS | Dol Web Policy:

< i | B

@ Done 'a Local inkranet

Figure 109. RIPS - Electronic File Indexing — Upload Record confirmation screen.

5.4 Master Index

The Master Index makes access to retired Army records easier by supporting the
following capabilities:

e SEARCH USING QUERY BY EXAMPLE provides authorized users the
ability to search for official Army records and view or retrieve them from an
RHA.

e ONLINE STANDARD REPORTS provides authorized users the ability to
create online printable reports such as ORL Status Reports, Records Location
Reports, and Container/RHA Box Inventory Lists.

e RECORDS DESTRUCTION NOTIFICATION provides records officials and
record owners information on what records are eligible for destruction and the
scheduled destruction date, as well as reports of records that were destroyed.
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In all cases, unless otherwise arranged, all reports and lists of records are limited to those
assigned to the originating organization, their servicing records management officer,
and/or RHA Manager.

5.4.1 Master Index Search

The Master Index Search contains a comprehensive set of search tools to locate records
online. A full text search capability is used to locate electronic records stored in the
Army Electronic Archive (AEA). Users may experience temporary delay in
finding/accessing records in the AEA that have been submitted using ECS or the
electronic back file indexing. This is caused by two factors--ARIMS processes the
electronic file(s) to determine owner, unit, and RRS-A instruction for the record, and the
full-text indexing engine scans the electronic file(s). If a successfully transferred record
cannot be located within 24 hours, please submit an inquiry using the ARIMS Online
Help Desk.

5.4.1.1 Instructions to Search the Master Index
How to a search for a record in the Master Index:

1. Type a keyword or phrase in the “Keyword” text box to search for records using
the Master Index. When possible, select a MACOM, RHA, and/or Unit from the
dropdown lists to narrow the search. Figure 110 shows the Master Index Search
form.

2. Optional - click the “All Records,” “Electronic,” or “Hardcopy” button to search
for a particular record media type.

3. Optional - click the “Click to Select Collections” hyperlink to select records from
a Special [Records] Collection.

4. Optional - click the “Click to Select File Categories” hyperlink to select records
from a particular RRS-A File Category.

5. Optional - enter a Privacy Act number to select records with a designated Privacy
Act number.

6. Optional - enter a Disposition Authority to select records with a designated
disposition authority.

7. Optional - check “Event,” “Permanent,” and/or “Transfer” to select records with a
designated record type.

8. Optional - enter an ARIMS Record Number to select records with a designated
record number.

9. Optional - enter a Prescribing Directive to select records with a designated Army
Regulation, Pamphlet, or other prescribing directive number.

10. Click the “Submit Master Index Search” button to submit your search criteria.
Figure 110 shows a sample query for the keyword *“arims” against the full-text
index generated for electronic records in the AEA.
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EEX
File Edit  Wiew Favorites Tools Help ar

eBack @ _/I Iﬂ @ _h /I__\J Search “51:( Favorites l&I’Wedia ﬁ‘} [j':v :‘\; _J ﬁ

Bc ks

.

Address @ w

“HOTICE : SYSTEM UPDATES AND BACKUPS OCCUR REGULARLY; HOWEVER, USERS MAY EXPERIENCE TEMPORARY DELAY IH
FINDING/ACCESSING RECORDS IH THE AEA. IF A SUCCESSFULLY TRANSFERRED RECORD CAHNNOT BE LOCATED WITHIN 24
HOURS, PLEASE SUBMIT AH IHQUIRY USING THE OHLINE HELP DESK AT THE BOTTOM OF THE PAGE. **

Use the Master Index module to search for records stored inthe ARIMS AEA or to request records sent by other Army
activities organizations.

MASTER INDEX SEARCH

MACOM: | Wiew ALL A
Unit: | View ALL
Office Symbol: | Wiew ALL

Record Media Type : () all Records &) Blectronic Records () Paper Records

Keyword : |arims| || Al of The Wiords Entered v|

Special Collections : Click to Select Collections.
File Category : Click to Select File Categories

Privacy Act: | || 1 of The veords Entered |

Disposition Authority @ | || Al of The Words Entered V|

Record Tvpe : [ |Evert [ Permanent [ Transfer

ARINS Record Humber :

|| &0 of The wiords Ertered |

Prescribing Directive :

|| &1 of The wiords Entered v

[ Submit Master Index Search ]

@ # Internet

| £

Figure 110. Master Index - Electronic Record Search Form

5.4.2 Master Index Search Results

When ARIMS completes processing the query, a result set is returned to the user as
shown in Figure 111. If the user has access permission to view an electronic record
within the result set, a folder icon = will appear for the record.
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Edit Wiew Fawvorites Tools  Help

File

@Back - J E @ \’_h pSearch '\z":'\'g‘Favorites eMedia @ Dgzv "_\ﬁ I_J ﬂ

“*HOTICE : SYSTEM UPDATES AND BACKUPS OCCUR REGULARLY; HOWEVER, USERS MAY EXPERIEHNCE TEMPORARY DELAY IH
FINDIHG/ACCESSING RECORDS IH THE AEA. IF A SUCCESSFULLY TRANSFERRED RECORD CANNOT BE LOCATED WITHIH 24
HOURS, PLEASE SUBMIT AH IHGUIRY USING THE OHLINE HELP DESK AT THE BOTTOM OF THE PAGE. **

Use the Master Index module to search for records stored inthe ARIMS AEA or to request records sent by other Army
activities /organizations.

[ Return To Search Criteria ]

O

|:| RE: ARIMS HELP AMD COMTACT US Harris Jerome re ECS Harris, Jerome S5G (63 RRC, GE) 10/7/2003 Ermiil Active

Augustine &B. Blay 202572004 Emsil Active

2 them(z) found. First Page | Previous Page | Mesxt Page | Last Page | Page: 1of1 v
|:| STAGING UPDATE DOCUMENT s

2 temis) found. First Page | Previous Page | Mext Page | Last Page | Page Taof1 v

] [ “iew Reguested Records Cart ]

Add to Reguested Records

Legend
. Click to Yiewy Detail Information.

|

0 Internet

@ Daone

Figure 111. Master Index — Master Index Record Search Results

5.4.2.1 How to View an Electronic Record
1. Clicking on the folder icon opens a screen displaying details about the record as

illustrated in Figure 112.

July 2005
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Help

Tools

Eile

@Back @ -J @ @ \/_;j pSearch ‘-Ei'\?Favorites er\ﬂedia @ Bv ;L_% |_J ﬂ @

Edit  Wiew  Faworites

NATIIC

MASTER INDEX

[ Return To Search Resut

This page displays detail information about a record submitted to ARIMS.
To view the record please click on the icon next to Record Title.

Record Title: pE: ARIMS HELP AND CONTACT US junkerc ecs-2 Dec 03 =
Record Type: Email
Location: ARIMS AEA
RHA: Fort McCoy
UIC:  WOXYAA
Unit Hame: USAG FT MCCOY
Office Symbol:  AFRC-FM-BSI-M
Record Humber:

RRS-A Record Title:

Home | Search BRS-A | Links | Becords Managetnent and Declassification Adgency |
The Adiutant General | LS. Arny Human Resources Command | Army Home Padge

Online Help Desk | Privacy & Security Matice | Ahout ARIMS | Dol Wek Policy

@ ® Internet

Figure 112. Master Index — Master Index Record Search — View Record Example

2. Click the folder icon = to view the actual record.

3. If you do not have permission to view an electronic record stored in the AEA or
your results include hardcopy records, a check box will appear for you to request
access to the electronic record from the originating organization, or to retrieve the
hardcopy record from an RHA.

5.4.3 Generating a Record Request
A permission request screen will appear listing documents that were selected for the

request. You will be prompted to enter the type, priority, expiration date, and a short
description of the nature of the request. After completing all required fields, the request
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is sent to the records manager/records authority for processing by clicking the “Request
E-mail” button.

5.4.3.1 How to Generate a Request for Hardcopy or Electronic Records
1. Each record found in the search will contain a checkbox if you need to request the
particular folder as illustrated in Figure 113.

3 Master Index Search - Microsoft Internet Explorer

Edit  Wiew Favorites Toaols  Help

File
e Back - J @ @ \-_;j ;j Search ‘fl? Favaorites @ Media @ E:rj:{ - .,:\?,. _J ﬂ
Address v Go Links **

3

**HOTICE : SYSTEM UPDATES AND BACKUPS OCCUR REGULARLY; HOWEVER, USERS MAY EXPERIENCE TEMPORARY DELAY IN
FINDING/ACCESSING RECORDS IN THE AEA. IF A SUCCESSFULLY TRANSFERRED RECORD CAHNNOT BE LOCATED WITHIN 24
HOURS, PLEASE SUBMIT AN IHQUIRY USING THE OHLINE HELF DESK AT THE BOTTOM OF THE PAGE. **

Use the Master Index module to search for records stored in the ARIMS AEA or to request records sent by other Army
activities/organizations.

[ Return To Search Criteria ]

2 tem(s) found. | Page:

. [+] RE: ARIMS HELP AMND COMTACT US Harris Jerome re ECS Harrig, Jerome SSG (63 RRC, G8) 100772003 Etmail Active
STAGING UPDATE DOCUMENT <l Augustine AB. Blay 24252004 Ermail Active
2 ttemis) found. | | | | Page:
[ Add to Requested Records ] [ “iewy Reguested Records Cart ] )
Legend

. Click to Wiew Detail Information.

|

#® Internet

@ Done

Figure 113. Master Index — Hardcopy/Electronic Record Request - Selecting
Records Example

2. Next click the “Add to Requested Records” button to temporarily save your
selections to a shopping cart. The selected records are highlighted in green and
the checkboxes disappear, as seen in Figure 114, indicating that the records are
now in the shopping cart and awaiting checkout/submission.

Note: If you click the “Check AIl”” link located at in the top of the list, every check
box is checked for all of the records.
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File Edit \Miew Favorites Tools Help

@Back @ \_,) @ @ \f_:j pSearch *Favorites eMedia @ th?v “‘_\ﬁ I_J ﬂ

**HOTICE : SYSTEM UPDATES AND BACKUPS OCCUR REGULARLY; HOWEVER, USERS MAY EXPERIENCE TEMPORARY DELAY IN
FINDING/ACCESSING RECORDS IH THE AEA. IF A SUCCESSFULLY TRANSFERRED RECORD CAHNNOT BE LOCATED WITHIN 24
HOURS, PLEASE SUBMIT AH INHQUIRY USING THE OHLINE HELP DESK AT THE BOTTOM OF THE PAGE. **

Use the Master Index module to search for records stored inthe ARIMS AEA or to request records sent by other Army
activities /organizations.

[ Return Ta Search Criteria ]

2 ftemiz) found. Firzt Page | Previous Page | Mext Page | Last Page | Page: m‘

o

RE: ARIMS HELP AMD COMTACT US Hatris Jerome re ECS Harris, Jerome S5G (63 RRC, GEB) 10/772003 Etmil Active

STAGING UPDATE DOCUMENT xls Augustine AB. Blay 252552004 Email Active

2 temis) found. Fitzt Page | Previous Page | Mext Page | Last Page | Page 1 of 1w

Add to Reguested Records ] [ “iew Reguested Records Cart ]

Legend
. Click to Wiew Detail Information.

4

0 Internet

@ Done

Figure 114. Master Index — Hardcopy/Electronic Record Request - Selected
Records Example

3. Click the “View Requested Records Cart” button when you ready to submit your
request for records which takes you to the request form shown in Figure 115.
4. Select the type of request from the dropdown list in the first selection box.
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3 requestpicklist - Microsoft Internet Explorer | = || m| |r5_<|
File Edit Wiew Favorites Tools  Help ,'
\ A ) | 3 A
e Back - .‘._/I |ﬂ @ f ﬂ 7 ) search k:.}f\  Favorites -@ Media {} - .,;___,_; i 3
Address é_'] L | Go Links >
REROR i ~
This screen displays the status of records you have requested that are stored and/or indexed in ARIMS You may select
options under the pulldewn menus andior enter a short description stating why the records are being requested. To
request all records listed, click on the checkbox at the topmost left. To delete a record from the list, click onthe
checkbox next to the record, then click on Delete Record from Cart.
Request Type : | Pleaze Select & Request Type ¥ |
Request Priority : | Pleaze Select & Request Priority |
Short Description :
Reguest Records
2 tem(s) found. | Page:
O st | %23
RE: ARIMS HELP AND COMTACT US Harriz Jerome re Harris, Jerome S5G (63 RRC, 1DI?I20E|3 21414
O Exmiail Active
ECS GE)
|:| STAGING LUPDATE DOCUMENT xls Augustine AB. Blay 555’2004 e Email Active
2 tem(s) found. | | | | Page:
[ Delete Record from Cart ]
bt
&) # Internet

Figure 115. Master Index — Hardcopy/Electronic Record Request — Request
Records Form

5. Inthe next box, select a request priority from the dropdown list.

6. Enter the expiration date, which is the last date that you will need the folder(s), in
the third box.

7. Finally, enter a short description of your request for the records.

The request will be submitted to the servicing records officer/official of the unit that
created the record for processing.

5.4.4 Reporting System

The Reporting System contains several types of reports used for program
management/informational purposes: (1) ORL Report by Chain of Command, (2)
Number of Records by RRS-A Instruction Report, (3) User Report by Chain of
Command, (4) Unit Report by MACOM, and (5) Record Status Report. Figure 116.
Master Index — Reporting System - Introduction

depicts the introduction page to the Reporting System.
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<} Classification of Records - Microsoft Internet Explorer provided by RMDA Internet Explorer

File Edit ‘Wiew Favorites Tools Help

e Back - -\) @ @ \-_/h p Search "-‘,/_'n'\?Favorites aMedia @ Bv % |_J @ %
Address |@ v| Go Links *
Y_’ - Zvl [Search Web |v|v MEW Toolbar Update - | {2l Messenger m‘ Bookmarks *

MASTER INDEX

ISER REPORT LIMIT RE

The USER REPORT displays all registered ARIMS users who are within yvour area of responsibility.

MACOM: |HGD&A & w
Unit: | RMDA - (WEEDSE] v
Office Symbol: | AHRC-PDD-RA  +

User Role: |Wiew ALL v

[ “iew User Repoart ]

Home | Zearch BRS-& | Links | Records Managemert and Declassification Sgency |
The Adiutant General | LS. Army Human Resources Command | Army Home Pade

Online Help Desk | Privacy & Security Matice | About ARMS | Dol WWeb Policy

< Al
@ Done # Internet

Figure 116. Master Index — Reporting System - Introduction
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5.4.5 Users Report

The Users Report displays all registered users within your chain of command. This
report is helpful in finding users within an organization and viewing information about a
particular user.

5.4.5.1 How to create a User Report

1. Selecta MACOM, UNIT, and OFFICE SYMBOL from the dropdown lists. The
values in these lists are based on your role and the organizations you support.

2. Optional - Select User Role from the dropdown list.

3. Click “View User Report” button. The report will display as seen in Figure 117
below.
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File:

@Back - \_“J @ @ \/_b pSearch *Favorites QMedia @ Bv h{_% |_J @ %
Address |@ v| Go  Links **

Y_’ - _é_}vl lSearch Web |-|v MEW Toolbar Update - | (217 Messenger m* Bookmarks
= = T -

ISER REPORT UMIT REPORT

The USER REFORT displays all registered ARIMS users who are within your area of responsibility.

MACOM : | HGDA “

Unit: | RMD& - WEEDSE) w
Office Symbol: | AHRC-PDD-RA  w

User Role: | View ALL v

[ “iewe User Report ]

Home | Search RRS-A | Links | Records Managemert and Declassification Sogency |
The Adjutart General | LS. Srmy Human Resources Command | &rmy Home Page

Online Help Desk | Privacy & Security Motice | About ARIMS | DoD \Wieh Policy

< i >
@ ) Internst
Figure 117. Master Index - Reporting System - User Report Example
4. Click B icon to view information about a particular ARIMS user.
Figure 118 shows an example of a user’s profile information.
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23 UserProfile - Microsoft Internet Explorer provided by RMDA Internet Explorer E|@|g|
File Edit \Wew Favarites Tools Help ",'
" — i 5 >
€ =3 \ﬂ |§| _l\J p ) search ‘i:/ Faviorites @ Media @} = E _J @ @!5
address |f§| v| Go  Links *
Y_’ - fv | Searchweb |~ v MNEW Toolbar Update - | (&) Messenger ﬂE" Bookmarks >
User Profile
RHA Installation: FibADr,
Assigned Units: RiiDA,
Office Symbol: AHRC-PDO-RA,
User Role: BRCOM
Approval Date: Ti2652004 11:39:17 AM
Last Login Date: 1M 32005 24219 PM
Grade:
Username: Marjarie. asuncion
First Hame: Marjorie

Middle Hame:

Last Hame: Aszuncion

Address: 7701 Telegraph Rd. Alexandria, WA 22315
Phone: (703) 428-6953

Fax Humber:

Email: marjarie asuncioniggrmca. belvoir army mil
AKOQ Email Address: marjarie . asuncionigus armey mil

Feturn to Search Results

&] Done B Internet

Figure 118. Master Index - Reporting System - User Report — User Detail

5. Optional - Click on the user’s name in the report to send an email to that
individual.

5.4.6 Unit Report

The Unit Report displays all units within your chain of command. This report is helpful
in finding units within an organization and viewing information about a particular unit.

5.4.6.1 How to create a Unit Report

1. Selecta MACOM from the dropdown list. The values in this list are based on
your role and the organizations you support.

2. Click “View Unit Report” button. The report will display as seen in Figure 119
below.
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Edit  Wew Favarites Tools  Help

File:

@Back - \_) @ @ \'_b pSearch ‘Ei?Favorites &Media @ Bv :; LJ @ '@'!5
fddress |@ v| Go  Links >

Y?! - 2]

lSearch Web |-|v MEW Toolbar Update - | (217 Messenger m* Bookmarks
™1

ATIIC

MASTER INDEX

UMIT REPORT

The UHIT REPORT displays all units within your area of responsibility.

Search Again

Click on the icon to view unit details.

1 ftemis) found. Firzt Page | Previous Page | Mext Page | Last Page | Page:

RMDA - (WEEDIE) WWEED36 HADA, Ex;

1 ftemis) found. Firzt Page | Previous Page | Mext Page | Last Page | Page:

Legend
Click to “iews Unit Data.

£ > b
&]  Internet
Figure 119. Master Index - Reporting System - Unit Report Example
6. Click B icon to view information about a particular unit. Figure 120 shows an
example of information on a particular unit.
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File Edit “ew Favorites Tools Help :f
. —_ i @ 3>
N ] w e i i $! - 4 e
J P ﬂ @ | Search 7 Favorites @Medhﬁ 6:“ = @ !5
Address | ) v EGD Links *
Y_’ - £v| Search Web [~ E‘v NEW Toolbar Update - | (Zi Messenger ﬂ:lﬁ‘ Bookmarks ¥
Unit Informatioin
Macom: HGIDA
Unit Hame: RMDA
UIc: WEED3E
Adidress: Room 102, Casey Bldy, 7701 Telegraph Rd.
City: Aleczandriza
State: Wirginia
Post Code: 22315-3860
Country: United States of America
Service: &
Status: R
POC Email: vicki.zhorti@rmds belvoir army mil
[ Return to Search Results
&] Dane ) Internet

Figure 120. Master Index - Reporting System - Unit Report — Unit Detail

5.4.7 Records Reports

The Records Report module contains several reports specific to activities about records
listed in the Master Index. Reports available in this module include Records Status,
Records Access and Audits, and Records Location.

5.4.8 Records Reference System

The Records Reference System contains several modules that allow you view and
manage records eligible for destruction as well as take action on record requests and
generate SFs 135 for transferring records.

5.4.9 Records Disposition
Figure 121 shows the entry screen for the Records Disposition module. This module
allows you to view all records eligible for destruction or transfer to the National Archives
within120 days. In this module, you can:
e Approve disposal of the records listed.
e Request their continued retention when written justification is provided such as
for audit, legal, or other pertinent issues.
e Request their return to the originating/gaining organization or its higher proponent
organization.
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| requestpicklist - Microsoft Internet Explorer provided by RMDA Internet Explorer e
File Edit 'Wew Favorites Tools  Help "‘;l

e Back - \_{J @ @ \_h p search ‘ET'\'S* Favarites eMedia @ D/';{' “:\_.'.»" _J @ '@'!5
Address @) v|BYeo ks
Y_’ - é_}v | Search Web |~ v MEW Toolbar Update - | (217 Messenger m* Bookmarks

ECIUESTED R

RECORDS DISPOSITION REPORT

The RECORDS DISPOSITION REPORT lists all records within your area of responsibility that will reach their disposition
date as of the end of the fiscal or calendar year, as applicable.

To view details about a hardeopy record, click on the green arrow. To view an electronic record, click on the yellow
folder icon.

HARDCOPY RECORDS: The RHA Manager is responsible for destroying hardcopy records. ARIMS System Administration
will delete the metadata from the Master Index concerning those records on their disposition date.

ELECTROHIC RECORDS: ARIMS System Administration will delete both the records and the Master Index metadata to
those records on their disposition date.

HOTE: Requests to retain any record on this report longer than its normal retention period (e.g. for audit, legal or other
pertinent reason) should be submitted thru the Online Help Desk. Requests must include the UIC and name of the
organization that submitted the record, the reason why the record must be retained, and the estimated time when its
disposition instructions can be carried out.

MACOM : | HGDA »
Unit: |RMDA - QAVEEDIE) W
Office Symbol: | AHRC-FDD-RA %

Year Type : O Fizcal Year @ Calendar Year

Records Due for Disposition Within. : | Wiew ALL +

£ | >
@ Done # Internet

[

Figure 121. Master Index - Records Reference System — Records Disposition

5.4.9.1 How to View Records Eligible for Destruction.

1. Selecta MACOM, UNIT, and OFFICE SYMBOL from the dropdown lists. The
values in these lists are based on your role and the organizations you support.

2. Optional - Click “Year Type” buttons to filter the report by Fiscal or Calendar
Year.
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3. Optional - Select date range from “Records Due for Disposition Within”
dropdown list.
4. Click “View Report” button. The report will display as seen in Figure 122 below.

File Edit “iew Favorites Tools Help |'¢

@Back - \_/] \ﬂ @ _;\I /l__\J Search ‘i\ ¢ Favorites @Mecha {;I <] :,5 _‘ @ '@!S

»

Address |é:| v| Go Links **

Y! - £v| Search Web |+ v MEW Toolbar Update - | i Messenger M" Bookmarks >

HARDCOPY RECORDS: The RHA Manager is responsible for destroying hardcopy records. ARIMS System Administration Y
will delete the metadata from the Master Index concerning those records on their disposition date. T

ELECTROHNIC RECORDS: ARIMS System Administration will delete both the records and the Master Index metadata to
those records on their disposition date.

HOTE: Requests to retain any record on this report longer than its normal retention period (e.g. for audit, legal or other
pertinent reason) should be submitted thru the Online Help Desk. Requests must include the UIC and name of the
organization that submitted the record, the reason why the record must be retained, and the estimated time when its
disposition instructions can be carried out.

Search Again
9 ftemi(s) found. | Page:

Document Title S Rel:l'-lrd
Symbol Due

aFRC HAHEE WY AL USAG FT MCCOY Hardcopy 12

training HHB4SFAR  WRSAAL ?ig::;& RIRIE) A EDE NGB Electronic 12

ncodp doc HHB45FAB  WWPSWWAL ?i‘::SF:;A RABIRAE ERE NGB Electronic 12

Ble Strendgth Repaort 20 9nov0d xls HHB45FAB  WRSWAL ?ig::;a' RIBIHIAE EDEE MEB Electronic. 12

1a Office file new setting doc AERTA-A-260 WC1DAA 0260 TC DET TLR TRF PT USAREUR Electronic 12

LES_DuJMSA, pof METC-SER-BD WWCIGAA g?_SRSSSlg CEILESED USAREUR Electronic 12

URIT LABEL ADDRESS doc AFVR-CPG-54 WEFDAL E|EI(133 FI 3RF HAD CORPS FORSCOM Electronic 12

ARMERMT FDS ATEIT-TC-E  WIMRZE 15T BN 45TH INF TRADOC Electronic 12

VEVEVIRVE VIRV VIV

2405-023-F (3-320) Equipment Spt for AFFB-KD-K- 0320 FA BN 03 HAS )
TSA885514 JUL doc =3 WARMTO FIRES BN FORZCOM Electronic 12

9 tem(z) found. | | | | Page:

Legend
Click to “iew Detail Infarmation.

Home | Zearch RRES-A | Links | Records Manadgement and Declassification Agency |
The Adjutart General | LS. SArmy Human Resources Command | Army Home Page

onlinge Help Desk | Privacy & Security Matice | Akout ARMS | Dol ek Policy

|

@_1 # Internet
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Figure 122. Master Index - Records Reference System — Records Disposition
Report

5. Optional - Click k4 to view detailed information about the record eligible for
__destruction. Figure 123 is an example of the detailed information about a record.

File Edit “iew Favorites Tools Help

@ Back - -\_-‘:J @ @ \/_:j p Search "'-;T'{Favorites &Media @ Bv .‘f__% |_J @ %
Address |@ v| Go Links **
v MEW Toolbar Update - | i Messenger M" Bookmarks

l Search Web | - |

ATIO

MASTER INDEX

MASTER INDE.

RECORDE DISPOSITION

[ Return To Search Resuft

This page displays detail information abowut a record submitted to ARIMS.

Record Title:  training
Record Type: Electronic
Location: ARIMS AEA
RHA: RMDA
UIC: WPSWAA
Unit Hame: 0045 FA HHB HHE BDE TACFIR
Office Symbol: HHB45FAB

Record Humber: 3501k

RRS-A Record Title:  Scored qualification tests

Home | Search RRS-4 | Links | Records Management and Declassification Lgency |
The Adiutant General | LS. Arnmy Human Resources Command | Anmy Home Page

Online Help Cesk | Privacy & Security Motice | About ARIMS | Dol \Wiebh Policy

i >
0 Internek

L[S
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Figure 123. Master Index - Records Reference System — Records Disposition Detail
Report

5.4.10 My Requested Records

Figure 124 shows the entry screen for viewing the status of records you have requested
from ARIMS. You can filter your results by the time frame or status of the request.

A requestpicklist - Microsoft Internet Explorer

File Edit View Favorites Tools Help
GBack ~ = - ) 2 | Dseach GaFavorites FMedia o4 | B S =A (qy) [ ot

;’-‘«c_ldress@ j @G0 | Links

This page is used to view the status of records that you have requested from ARIMS. You can filter your results hy the
time frame or status of the request. In the result data grid, click onthe green arrow icon to view all records within the
selected request.

Requests submitted within :

Request status: |View ALL j

Wiew Reguest e

e — =l
|&] Done l_ l_ l_ |® Internst v

Figure 124. Master Index - Records Reference System — My Requested Records

5.4.10.1 How to View Requested Records.

1. Select a timeframe from the “Requests submitted within” dropdown list.

2. Select a status from the “Request Status” dropdown list.

3. Click on “View Request” button. The report will display as seen in Figure 125
below.
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File Edit View Favorites Tools Help

GBack ~ = - (2 73 | Qsearch GaFavortes @Fvedia <4 | By S A [qy] 7o

Address I@ j @ao | Links >

Search Again

20 Record(s) found. First Page | Previous Page | Mext Page | Last Page | Page; |1 ot 'l
Request Expiration | Rec.
B T T
Feguest Folders for Ground 12110/2001  FOIA Marmal Approved 12122002
Feguest Records Far Shipment 1211002001  Congressional Law  Approved 121272003 2
SF135 B
1211002001 FOIA Marmal Printad 1222002 2
Request Records for SF-135 121052001 Congressional Loww  Unprocessed 1301 272002 4
Request Records 121052001 Researchers  Narmal Approved 12122002 2 r
& |_|_|_|O Internet o
Figure 125. Master Index - Records Reference System — My Requested Records
Results

4. Click the arrow k4 icon to view detailed information about the record(s) request.
Figure 126 is an example of the detailed information about a record.
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File Edit View Favorites Tools Help

Bk ~ = - (2 73 | Qsearch GaFavortes @Fvedia <4 | B S A [Qy] [ e}
j @G0 |Links *

address |@

RECORDS

REQUESTED RECORDS

This page is used to view, approve or deny all records requested by a User.

Return to Reguests List

2 Record(s) found. First Page | Previous Page | Mext Page | Last Page | Page|1 of 1 'I

Destroyed Paper SYSADMIN USAHLTH CLM DUGWAY PG

Approved Jdoint Planning

Memarialization hoard Destroyed Paper SYSADMIN LISA HLTH CLKN DUGWAY PG .j

Approved
First Page | Previous Paoe | Mext Page | Last Page | Page:l1 of 1 'I

2 Record{s) found.

Legend
E‘.f?cncktu Yiew Record. ‘

=l
4

[ [ [ @ mntemnet

|&] Done

Figure 126. Master Index - Records Reference System — Records Request Details

5.4.11 Create a Standard Form (SF) 135, Records Transmittal and Receipt

A SF 135 may be created once a request for hardcopy records is approved by the
servicing records officer/official to charge-out records from an RHA and send them to the

requestor. Figure 127 shows the introductory screen when clicking the “Create SF135”
button at the top of the page.
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‘2 printSF135 - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help

$Bak - = - (D 7ot | @Search  [GelFavorites  EiMadia ®| - S = [qu) [ o}
Adress I@ ] | ®ao |Links 22

@&:arnh - I l Google |'| @WeatherBug 5E*
= " ]

This page is used to print the SF 135 of hard copy records request that have been approved.

Select a request from the approved requests drop down to view the list of hard copy records that have been
requested. Click on the print SF 135 button to generate the SF 135 form for the selected request.

Select Approved Requests: |Please SelectArequest d

Return Date: I {mmiddhyyy

Cantinue |

Please select a request from dropdown box to print b

&) Done [ [®mtemet

Figure 127. Master Index - Records Reference System — Create SF 135

N

5.4.11.1 How to Create a SF 135 to Charge-out Records from an RHA.

1. Select a request from the dropdown list a shown in Figure 128.
2. Enter an estimated return date in the textbox.
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File Edit Yiew Favorites Tools Help

$Bak - = - (D @ | Blsearch [GFavorites Bnedia (4 | By S A [qu) [ o}
Adress I@ | ®ao |Links 22
@&:arnh - I l Google |'| @Weatherﬁug BE*

CREATE SF 135

This page is used to print the SF 135 of hard copy records request that have been approved.

Select a request from the approved requests drop down to view the list of hard copy records that have been
requested. Click on the print SF 135 button te generate the SF 135 form for the selected request.

Select Approved Requests: | Marjorie Asuncion - 10/25/2004 d

Chris Bren Maorgan - 9/1 212002
Return Date:  [Chris Bren Morgan - 9/13/2002
Chris Bren Maorgan - 9/1 372002
Chris Bren Maorgan - 901372002
John Batzer - 1241052001

John Batzer - 12/10/2001

John Batzer - 1241052001 —

FPlease Select Arequest
=l
= |_|_|_|O Internet 4
Figure 128. Master Index - Records Reference System — Create SF 135 — Select
Request

3. Click the “Continue” button for a list of all records a user has requested to display
as shown in Figure 129.
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‘2 printSF135 - Microsoft Internet Explorer -3 x|
File Edit Yiew Favorites Tools Help |

¢aBack + = - @3 @ | Blsearch [GFavorites Bnedia (4 | By S A qy) [ FeY
Adress I@ o o _ - ] | ®ao |Links 22
@&:arnh - I l Google |'| @WeatherBug 56°

]

REPCIRTIMN \ RECORDS

CREATE SF 133 REGILEZTI

This page is used to print the SF 135 of hard copy records request that have been approved.

Select a request from the approved requests drop down to view the list of hard copy records that have been
requested. Click on the print SF 135 button to generate the SF 135 form for the selected request.

Select Approved Requests: | Marjorie Asuncion - 911 5/2004 d

Return Date:  |12/05/2004 (mrniddinang

Cantinue |

2 Recard(s) found. First Page | Previous Page | Mext Page | Last Page | Page:m
e [ R
Approved Chris New Batch Activate-Sponsaorship Approved Paper TEST OFFICE 742 MI BN DET MW LISAIMA ._j
Approved Chris Test Batch Activate-Sponsarship Approved Paper TEST OFFICE 742 Ml BN DET B LISAIMA .,j

2 Recordis) faund. First Page | Previous Page | Mext Page | Last Page | Page:m

Print 5F134 |

|
=

|@ http: f A S, arims, arrny. il fhelp/ aersmainHelp. asp # 1 l_ l_ l_ |O Internet i

Figure 129. Master Index - Records Reference System — Create SF 135 — Requested
Records List

4. To see detailed information about an individual record, click the folder icon. This
will display information about the requested record as seen in Figure 130.

KeyLogic Systems, Inc. 146 July 2005



ARIMS Version 2.0
ARIMS User’s Guide

A requestpicklist - Microsoft Internet Explorer -3 x|
File Edit Yiew Favorites Tools Help

¢aBack + = - @3 @ | Blsearch [GFavorites Bnedia (4 | By S A qy) [ FeY
Adress I@ ] | ®ao |Links 22
Q""_;Searnll - I l Google |'| @Weatherﬁug BE*

]

Return To Search Result

This page displays detail information about a record that has been submitted in ARIMS.
To view the record being indexed, click on the record title link.

Record Title :
Record Type :  Hard Copy
Location: Row=.Shelf=
UiC: Woo170
Unit Name : 742 MI BN DET NW
Office Symbols: TEST OFFICE

Chemical and nuclear demilitarizations - Office

Instructions : . L -
responsible for obtaining congressional approval

Record Number:  50q1

Collecti :
ollections Collection Name: (Creation Date Disposition Date
PERMAMENT

Qperation Daston Testing 81052004

Action Officer Folders : T m
Office

Chris Batch Chemical

O click ta View Recard,

Legend |

=
& l_ l_ l_ |® Internet A

Figure 130. Master Index - Records Reference System — Create SF 135 — Individual
Record Information

5. After viewing information about a requested record, click the “Return to Search
Result” button to return to the list of requested records.

6. Click the “Print SF135” button to generate a SF 135 already populated with
relevant information about the record or records being charged out as seen in
Figure 131.
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j @Go

RECORDS TRANSMITTAL AMD RECEIFT

(Complete and send omiginal and two copies of this form to the appropriate Federal
Records Center for approval prior to shipment of records. $ee specific instructions on

| Page |1 OF & PAGES =
1

12 Main 5t
building 5

1" T0 (Complete the address for the records center senving your area as shown in 36 CF R 1228, 150.)

- F R OM (Erter the name and complete mailing address of the office ratiring the records. The
fsigned receipt of this form will be sent to this address)
Springlield (TEST)

Springfield, Vo 222222 TEST
United States TEST

2. [TRASHFERRING AGENCY OFFICIAL (Signature and title) DATE TEST, WA 22080

[“GENCY

[TRANSFER

[“UTHOR

IZETION

. [TRANSFERRIMG AGEMCY LIAISON OFFICIAL (Mame, office and telephone no.)

[“GENCY John T. Batzer , 533-333-3553

CONTACT

. RECORDS RECEIVED BY (Signature and title) DATE

RECORDS

[CEMTER

RECEIPT

RECORDS DATA

A CESS10M HUMBER

jperzonnel spaces and materiel

woLume[*2ENET SERIES DESCRIFTION RESTRIC. | PISFESAL MTHERTY |oisposa S S BYS:EEFDREZ::NERTU
I?at)i :b\; NUIE:;!;ER (cl.Ea)ﬂ.) MUMEEF: nith inclusive dfates of records) TéQD)N tem number) D?;I’E ) san | Tree | mise
(=) L] 0] m)
3.02 puemorialization board files - Office of the AG, other than records z 1-33a
pertaining to plaques
202 LUnd and not imvolving transfer of z 5b

|

|@ Daone:

[ [ |EE Localintranet 4

Figure 131. Master Index - Records Reference System — Create SF 135 — Generate
SF 135

7. Click the browser “Print” button or “Print” from the “File” dropdown menu.

5.4.12 Requested Records

The Requested Records module allows servicing records officers/officials to view
requests for both hardcopy records in an RHA and electronic records in the AEA. Figure
132 shows the entry screen to this module.
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icklist - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help
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Adress I@ o o | ®ao |Links 22

@&:arnh - I l Google |'| @WeatherBug 5E*
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INEORMATIIC

MASTER INDEX
RECORDS

MY REQUESTED REX 4 CREATE SF 135 REGIUESTED RECORDS

This page is used to view, approve or deny all records requested from your chain of command.

Use the search criteria screen to locate the record requests. You can filter your results by Macom, Unit, or all users
within your chain of command. In the search result data grid, click on the green arrow icon to view all records within
the selected request.

MACOM: IUSAAMC 'I

Unit : IUSA HLTH CLMN DUIGWAY PG - (W2FP118) J

Requests submitted within : IView ALL 'l

Redquest status: |View ALL j

[ view only requests fram users within ry chain of command.

YWiew Reguest |

U lmrim L CURAT T ismives || ek Tmieiion | Lo b Ly | Cmmmendes TUT 0 L] fae e

&) Done [ [®mtemet

Figure 132. Master Index - Records Reference System — Requested Records
Introduction

S

5.4.12.1 How to Approve or Deny a Request for Records.

1. Selecta MACOM and UNIT from the dropdown lists as shown in Figure 130.
The options in these lists are based on your role and the organizations you
support.

2. Optional - Select timeframe in which a request was made. Timeframe options

include 10, 30, 90, and 180 days.

Optional - Select a request status from the dropdown choices.

4. Optional - Click the checkbox “View only requests from users within my
immediate chain of command” to display only requests from the unit you service.

w
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RECORDS

REGIUESTED RECORDS

This page is used to view, approve or deny all records requested from your chain of command.

Use the search criteria screen to locate the record requests. You can filter your results by Macom, Unit, or all users
within your chain of command. In the search result data grid, click on the green arrow icon to view all records within
the selected request.

MACOM: IHQDA 'I

Unit: |view ALL =l
Requests submitted within : IView ALL 'l
Redquest status: |View ALL j

[ view only requests fram users within ry chain of command.

YWiew Reguest |

U lmrim L CURAT T ismives || ek Tmieiion | Lo b Ly | Cmmmendes TUT 0 L] fae e

&) Done [ [®mtemet

Figure 133. Master Index - Records Reference System — Requested Records
Introduction

S

5. Click the “View Request” button for a list of all records requested to display as
shown in Figure 134.
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RECORDS
I REQUESTED REX 3 CREATE SF 135 REGLUESTED RECORDS
Search Again
3 Record(s) found. First Page | Previous Page | Mext Page | Last Page | Page:l1 of 1 'I
I I o e e e e
Augustine Blay ~ SHORT DESCRIPTION 9i24/2004 FOIA 3 Mormal §F 135 Printed 5/15/2004
[~ James Burke Mothing really 812852004 FoOlA 3 High  Unprocessed 8/8/2004
[ Mariarie Asuncion short description 971552004 FOIA 2 Mormal Approved 97302004
3 Record(s) found. First Page | Previous Pane | Mext Pane | Last Paoe | Page:l1 of 1 'I
Legend
Clicktu Yiew Detail Information. |
Approve | Reject | Create S5F135 |

o 5 o S ——
Figure 134. Master Index - Records Reference System — Requested Records List

6. Click the checkbox of the request or requests you want to approve or deny.

7. Click the “Approve” button to approve a request or the “Reject” button to deny a
request.

8. Optional, click “Create SF135” to generate a SF 135 for hardcopy records.

S

Note: Record requests can contain both hardcopy and electronic records. If
you click the “SF135” button, the SF 135 will only contain a list of the
hardcopy records. Copies of electronic records are e-mailed to the requestor.

5.5 System Administration

The System Administration (Sys Admin) allows ARIMS users to update specific data that
is relevant to them.
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¢ Unit Maintenance - Allows Unit users the ability to update information about their
specific unit, such as contact information, address, phone numbers etc.

e User Maintenance — Allows all users the ability to update information about their
specific user profile, such as contact information, address, phone numbers etc.

e System Administration — Allows the system administrator the ability update user
accounts, activate and deactivate user accounts, check for new users and update
Reference Tables around the site. This module is only available to ARIMS
Systems Administrators.

Figure 135 shows the introduction to the system administration module for ARIMS.

Ele Edt Yew Favortes Tools Help i
Qe - © - [x] (A & ) search 57 Favories @ vedia () 2- ; w - @ ! >
Address ) v B eo ks
5 - & Searchweb |- |E2)- MEW Tookar Update ~ | 17 Messenger (U] Bockmarks »

LIMIT IMFE

Thiz section iz for System Administration. Access within this module is dependent on what type of user you are. This
madule iz divided into three main sections.

& UMNIT INFORMATION: Unit information is obtained from official Avmy databases and cannot be modified
= USER PROFILE: Al users have the shilty to updste some of their specific user profile.
o ADMIMISTRATION MAINTEMANCE: Cnly users wyith System Administration access have thiz option.

Home | | Search RRS-A | Links | Records Management and Declassification Agency |
The Adiutant General | LLE. Army Human Resources Command | Army Home Page

Online Help Desk | Privacy & Security Motice | About ARIMS | Dol Wish Policy

|»

/RS

G Internet

Figure 135. System Administration - Introduction

5.5.1 Unit Maintenance

Figure 136 displays the unit’s profile form. This page contains relevant information
about your unit, such as address, POC, e-mail etc.
Note: The information displayed on this page cannot be changed. ARIMS
received unit information from the Army Status of Resources and Training
System (ASORTS).
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Address

USER PROFILE

SYSTEM ADMINISTRATION: UNIT INFORMATION

HOTE: Unit information is obtained from Official Army databases and cannot be
modified.

HGDA

WC |WEED3E

Unitname [P. MDA,

Address [r-.‘ oom 102, Casey Bldg, 7701 Te |L-g-\]

City |.-'~' lexandria
State VA
Zip

Countiy

Service |.& - &ctive Unit

Status | :

£l @ Internet

Figure 136. System Administration — Unit Maintenance

5.5.2 User Maintenance
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This form, as seen in Figure 137, allows you to update your profile information; address,
email, phone, DSN, etc.

Note: It is important to keep your e-mail address current in ARIMS. Your e-mail
address is used for a variety of activities such as record transfer/destruction
notifications, dispositional changes to your records, profile changes, ARIMS
enhancements, etc. IF YOUR ORGANIZATIONAL E-MAIL ADDRESS
CHANGES, CHANGE YOUR E-MAIL ADDRESS FOR YOUR USER ACCOUNT
ASAP. This will ensure that your records are being serviced properly and
accurately.

‘A ARMY RECORDS INFORMATION MANAGEMENT SYSTEM (ARIMS]) - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help
$Bak - = - (D 7ot | @Search  [GelFavorites  EiMadia ®| B-S HA - [qu) [ o}
Adress I@ o o | ®ao |Links 22

Q"“JSearl:Il - I l Google |'| @Weatherﬁug 45°

EORMATION MA

STER IND

LIMIT INFC USER PROFILE ADIN bAINTEMNANG

SYSTEM ADMINISTRATION: USER PROFILE

Please note that user profile is provided by the SORTS(Army Status of
Resources and Training System). Update to this information can only be done
from the source.

(" Indicates Required Field)
Approval Date |1 1r5/2003 4:59:50 P

User Class |System Administrator

uic [rizPi1s

Unit Name IUSA HLTH CLM DUIGWAY PG

Office Symbol ISYSADM 1M

Grade |

First Name |.J0hn

Middle Name |

Last Name |Elaizer

Address ITTD'I TELEGRAPH ROAD, ALEXAMNDRIA WA

AKO E-mail Address |j0hn.ba1zer2@us.armv.mil

E-mail Address |baizerj@rmda.bel\roir.army.mil

Telephone |555—555—5555
DSH Telephone I
Fax |555—555—5555

Update User Profile | Clear I

|&) Done [ [ [ [®miemet

B
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Figure 137. System Administration — User Maintenance

5.5.2.1 How to Modify Your User Profile

1. Type in your changes into the appropriate text boxes. If you make a typo or wish
to start over, click the “Clear” button.

2. Click “Update User Profile” button when you want to save you changes into
ARIMS.

Address I?TD1 TELEGRAPH ROAD, ALEMANMDRIA WA

AHKO E-mail Address |j0hn.ba1zer2@us.army.mil

E-mail Address |baizerj @rmda_ beloirarmy.mil

Telephone |555-555—5555
DSN Telephone I
Fax |555-555-5555

Update User Prafile | Clear |

|&) Done [ | [@mtemnst
Figure 138. System Administration — Modify User Profile Example

M

5.5.3 Administration Maintenance

Only the system administrator (SA) has privileges to this part of the system. Here the SA
can change users’ accounts security roles, update user accounts, and change reference
table data in ARIMS.

6. Comments Questions
If you have a question, submit your inquiry thru the Online Help Desk link located at the
bottom of any page on the ARIMS website https://www.arims.army.mil.
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